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Introduction 
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Reference to Microsoft Word provides comprehensive and easily 
accessible information about Microsoft® Word. 

Chapter 23, “Exploring the Screen,” describes the various parts 
of the different screens you see as you work with Word. Also, 
you’ll find a section describing the ways you can customize each 
screen to suit you. 

Chapter 24, “Commands,” first summarizes how to choose Word 
commands, then describes the commands in two sections. The 
first section describes the Edit menu commands, the commands 
you use to create documents. The second section describes the 
Gallery menu commands, the commands you use to create style 
sheets. 

Chapter 23, “Messages,” is an alphabetical listing of every message 
you can see in Word, with explanations. 

The appendixes present a wide range of information about Word 
itself and about its use with other software and special hardware 
configurations. 

The “Terms” section defines computer, word processing, and 
Word terms. 





















23 Exploring the Screen 


This chapter begins by describing the different screens you see as 
you work with Word. A later section describes the ways you can 
customize each screen to suit you. 

In this chapter: 

■ About the screens 

■ Customizing the screen 



23.1 The Word Screen 
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23.2 The Word Screen 
with the Mouse 



About the Screens 

The main features of the Microsoft Word screens are the window 
and the command area. 


The window The Window 

When Word starts, the Edit screen contains one window, which 
you can divide into as many as eight smaller windows. 

Each Edit window can contain its own document, or it can display 
any part of a document that appears in any or all of the other 
windows. 

Each window has the following parts: 

■ The scroll bars, which indicate where you are in your docu¬ 
ment. With the mouse, you also use the scroll bars to scroll 
the document. 

■ The window split bars, the top or right corner of the window 
that you point to with the mouse to open windows. 

■ The selection bar, an invisible area you use with the mouse 
to perform some tasks more quickly. 
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■ The ruler, which you can use to set tabs and indents quickly. 
(See Figure 23.13 ) 

■ The style bar, which displays the Alt key codes for paragraph 
styles applied to the text. (See Figure 23.15.) 


You can also open a special window called a footnote window, 
which displays the text of footnotes whose references appear in 
the connecting document window. A footnote window has a 
dashed line for its top border. 


II- 

Dashes form top border. 

a 


♦ 


{} 

Footnote window 

Microsoft Word: 


The Gallery screen shows styles. The Gallery screen has a vertical 
scroll bar, which you use to scroll the document, and a selection 
bar, which you use to select a sequence of styles and to copy 
paragraph and division formats from one style to another. The 
Gallery screen cannot be divided. 


23.3 Footnote Window 
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23.4 The Gallery Screen 


Scrollbar 
Style number 
Key code 
Usage 


Variant 


Style formatting instructions 
Remark 


1 FR Character Footnote reference / 

TMSRMN (rowan a) 8 Superscript, 

2 PN Character Page nuwber 

TMSRMN (rowan a) 10, 

3 NP Paragraph Standard 

TMSRMN (rowan a) 10/12, Flush left, 

4 FT Paragraph Footnote 

TMSRMN (rowan a) 10/12, Flush left. 

5 RH Paragraph 62 RUNNING-HEAD STVLE 

TMSRMN (rowan a) 10/12, Flush left, Left indent I", right indent 

6 ND Division Standard AUTOMATIC DIVISION STVLE 


AUTOMATIC FOOTNOTE MARK STVT 

AUTOMATIC PAGE NUMBER STVLE 
AUTOMATIC PARAGRAPH STVLE 
AUTOMATIC FOOTNOTE TEXT STVL 


Page break, Page length 11"; width 8,5", Folios Arabic, Top wargin 
1"; bottow 1"J left 1.25": right 1,25", Top running head at 0,5", 
Bottow running head at 0,75", Footnotes on sawe page, 

7 SH Division 1 SIDEHEAD WlSION 

Coluwn break, Page length 11": width 7,5", Folios Arabic. Top 
wargin 1": bottow 1"; left 0,5"; right 0,5", Top running head at 
0,5", Bottow running head at 0,75", 4 coluwns; spacing 0,17", 


COMMAND: W] Delete Exit Forwat Help 

Insert Nawe Print Transfer Undo 
Edit style sheet or choose Exit to see docuwent 
GALLERV {} 

Command area 
Selection bar 


Microsoft Word: NORMAL,STV 
Gallery window 


The outline screen displays your document, but document text 
can be collapsed — that is, made to disappear — below headings 
of sections, as can any subheadings below headings of sections. 
This helps you see the overall structure of your document at a 
glance. 

When you want to see the collapsed headings and text again, 
you “expand” the outline. 

The outline screen displays characters in the selection bar that 
indicate what sort of text is collapsed below headings. If a heading 
has subheadings collapsed below it, a plus ( + ) appears in the 
selection bar. If a heading has text and no subheadings collapsed 
below it, a t appears in the selection bar. When you expand the 
outline to show all the text in the document, the body text (or 
plain text) has a T next to it in the selection bar. 

On the outline screen, Word indents headings according to the 
level you assign. Paragraph formatting you apply to headings with 
the Format Paragraph command does not appear in outline view. 
However, paragraph formatting you apply to body text does 
appear. 
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Any character or division formatting you assign to headings 
or text appears in outline view. 

You can divide the outline screen into more than one window. 



lpha topy__ __„ ..... .. .. 

Options Print Quit Replace Search Transfer Undo Window 
Edit docunent or press Esc to use Menu 
iffTDBl {> Microsoft Word: 


I Shows you are in outline view 


23.5 The Outline Screen 


The Command Area The command area 

The command area is the last four lines of the screen: two lines 
for the command menu, one line for messages, and one for status 
information. 

You can reduce the command area to one line. For more informa¬ 
tion, see “Customizing the Screen” later in this chapter. 

Command Menus and Command Fields 

In Word you enter, revise, and format a document by choosing 
commands from command menus. Word has two main com¬ 
mand menus, as follows: 


COMMAND: Alpha Copy Delete Fornat Gallery Help Insert Jump Library 
Options Print Quit Replace Search Transfer Undo Window 

Edit docuMent or press Esc to use Menu 

Page 1 {> Microsoft Word: 


23.6 Edit Command Menu 


COMMAND: pi] Delete Exit ForMat Help 

Insert NaMe Print Transfer Undo 

Edit style sheet or choose Exit to see dociment 

GALLERY {> Microsoft Word: 


23.7 Gallery Command 
Menu 










After choosing commands, you supply additional information in 
command fields. The following illustration shows a sample com¬ 
mand with command fields. 


23.8 Example of 
Command Fields 


FORMAT CHARACTER bold: Yes No 
strikethrough: Yes No 
double underline: Yes No 
font nane: 


italic: Yes No underline: Yes No 

uppercase: Yes No shall caps: Yes No 
position: Norhal Superscript Subscript 
font size: hidden: Yes(No) 


Message Line 

Word displays messages to guide you through the next step 
in your work with commands, and to advise you of an error 
or a problem while carrying out a command. All messages 
are explained in Chapter 25, “Messages.” 


23.9 Message Line 


COMMAND: Alpha Copy Delete Forwat Gallery Help Insert JuhP Library 
Options Print Quit Replace Search Transfer Undo Window 

Edit docuhent or press Esc to use Menu 

Page 1 {> Microsoft Word: 


Status Line 

The status line gives you information about Word and about the 
document you are working on. 


23.10 Status Line 


Document name 

COMMAND: Alpha Copy Delete Forwat Gallery Help Insert Jump Library 
Options Print Quit Replace Search Transfer Undo Window 
Edit docuMent or press Esc to use Menu ✓— 

Page 1 (The content. •• the scrap ) ? SAVE EX Microsoft Word: MOUETEXT.DOC , 


Scrap text \ 
Page number 


i Key status 
Save indicator 
Help mark (mouse only) 


Page Number The number of the page on which the last char¬ 
acter in the highlight appears. Until you choose the Print Printer, 
Print Repaginate, or Print File command, the page number remains 
Page 1. If a document has more than one division, you see: 


P n D n 
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The number following the P indicates which page the highlight 
is on, counting from the beginning of the document. The number 
following the D indicates which division the highlight is in. 

When editing text in an outline (text edit), the level number 
appears in place of the page and division numbers. In outline edit 
the word OUTLINE appears in place of page and division numbers. 

Scrap Displays the text that you most recently copied or 
deleted. Ellipses (...) indicate that the text is longer than the 
space available in this portion of the status line. A small block 
(I) indicates that the text deleted or copied was a column 
selection. 

Help Mark (?) Works only with the mouse; gives you informa¬ 
tion about the command you are currently working with. 

SAVE Appears when Word runs out of space either in memory 
or on the Word disk. When you see SAVE on the status line, save 
your documents, glossary, and style sheet. 

Key Status Indicates that you have turned on one of the toggle 
keys. Toggle keys are the keys you press once to turn something 
on, then press again to turn it off. The toggle keys are represented 
on the screen by two-letter abbreviation codes, as follows: 


Code Key Meaning 


cs 

SHIFT-F6 

EX 

F6 

NL 

Num Lock 

SL 

Scroll Lock 

CL 

Caps Lock 

OT 

F5 


Select vertical columns 
Extend the highlight 
Direction keys enter numbers 
Direction keys scroll 
Typing letters enters capitals 
Typing replaces characters 


Note The order of these codes in the table above is significant, 
in that only one toggle key code appears on the status line at a 
time. If you have more than one toggle key turned on, the code 
for the key with precedence appears. For example, if you turn on 
overtype (F5) and extend (F6) at the same time, EX appears in 
the status line. If you then turn extend off, OT appears. 

Document Name Shows you which document you have in the 
window. When you have more than one document on the screen, 
the name shown is the name of the active document, that is, the 
document that contains the highlight. 



Customizing the Screen 

You can customize the screen in the following ways: 

■ Make invisible characters visible. 

■ Display the ruler all the time. 

■ Reduce the command area to one line, which increases the 
window area by three lines. 

■ Open the style bar to see the style codes for paragraphs. 

■ Change the display to show line breaks where they will occur 
during printing. 


Note When you quit, Word records your choices. When you 
start Word, the screen is set up the way you last had it. 


Making invisible 
characters visible 


All of the options for customizing the screen are available through 
the Options and Window Options commands. The Options and 
Window Options commands are described in the “Edit Menu 
Commands” section of Chapter 24, “Commands.” Some of the 
options for customizing the screen are also discussed in relation 
to particular Word tasks in Using Microsoft Word. 

Making invisible Characters Visible 

The Word window is designed to give you accurate previews of 
the characters and paragraphs of the printed document. For this 
reason, the window is set up without the symbols and markings 
that you won’t see when you print the document. 

If you prefer to see the symbols and markings for tab characters, 
paragraph marks, and other invisible characters, you can custom¬ 
ize the window. 

You can make the following characters visible: 

Paragraph mark 
Newline character 
Optional hyphen 
Tab character 
Space 

Hidden text marker 
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To make invisible characters visible: 

[D Choose Options. 

0 Choose Partial in the “visible” field to see Tl, I, # and- 
Choose Complete in the “visible” field to see all invisible 
characters. 

0 Carry out the command. 


Char-acters that are "invisible"; that is, Word doesn't print 

then when you print your docunent.^ 

These characters are:I 

Paragraph nark Tl 
Newline character i 
Optional hyphen 
Hidden text narker # 


23.11 Characters Visible 
with the Partial Option 


The conplete visible display option lets you see these ad-di- 
tional T, invisible" characters:Ml 

* Tab-character.■>.1 

■» Space-characters -Tl 


23.12 Additional 
Characters Visible with 
the Complete Option 


If you use hidden text to mark index entries or to add notes, 
these characters will not become visible when you display other 
invisible characters. This allows you to look at your tabs, para¬ 
graph marks, and other invisible characters that show how the 
document will print without seeing text that won’t appear in the 
printed document. You can, however, display hidden text if you 
want to do so. How hidden text appears on the screen varies 
according to your hardware. 

To display hidden text: 

0 Choose Window Options. 

0 Choose Yes in the “show hidden text” field. 


If you print the document with hidden text displayed, Word 
prints the hidden text. 
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Turning the ruler on Turning the Ruler On and Off 
and off 

The ruler is a ruled line that replaces the top window border. 

With the ruler turned on, you can see at a glance the settings for 

paragraph indents and tab stops. 

■ If you choose In, Cm, or P10 in the “measure” field of the 
Options command, each mark on the ruler represents one 
character of text. Since there are 10 characters per inch, 

10 marks represent one inch of printed text. 

■ If you choose Pt or PI 2 in the “measure” field of the Options 
command, each mark on the ruler again represents one charac¬ 
ter of text. Since in this case there are 12 characters per inch, 

12 marks represent one inch of printed text. On the screen, 
however, 12 marks show as 1.2 inches. The indent symbol on 
the ruler shifts to the right to indicate how many 12-pitch 
characters will fit on each line. 


23.13 Window with 

Left indent marker 

Right indent marker 

Ruler On 


First line indent marker 




Numbers indicate inches. 





Tab stop markers 

r 1 


••••; 

I 

. . 3 .. ._j|,. 4 ,j).,, , 5 . 


Leader character markers 


To turn the ruler on or off with keys: 

Q] Choose Window Options. 

[ 2 ] To turn the ruler on, choose Yes in the “ruler” field. To turn 
the ruler off, choose No. 

H] Carry out the command. 

To turn the ruler on or off with the mouse: 

|T| Point to the upper-right corner of the window. 

[ 2 ] To turn the ruler on, click the left mouse button. To turn the 
ruler off, click both buttons. 

Note You cannot turn the ruler off while in Format Tabs or 
Format Paragraph. 
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Reducing the Command Area 

You can reduce the command area of the Edit and outline screens 
to display only the status line, thus increasing the window area. 
The command area in the Gallery screen cannot be reduced. 


— 

Screen is now 22 lines tall instead of 19. 

a 




Page 1 {> 

? Microsoft Word: 


Only status line remains. 3 more lines for text 


To reduce the command area: 

H Choose Options. 

[ 2 ] Choose No in the “menu” field. 

[ 3 ] Carry out the command. 


When the command area is only one line, notice the following 
changes: 

■ Messages replace the status line as they occur. The messages 
disappear and the normal status line reappears as soon as you 
press a key or click a mouse button. 

■ To temporarily view the command menu and choose a com¬ 
mand, press Esc. Or point anywhere in the status line, except 
at the Help mark, and click either mouse button. 

The command menu reappears, and you can choose com¬ 
mands as before. 


Reducing the 
command area 


23.14 Word Screen with 
Reduced Command Area 

















Opening the style bar 


23.15 Style Bar Symbols 


■ The command area automatically shrinks again to one line 
after you carry out a command. 

■ If you cancel a command, you need to choose Alpha to reduce 
the command area again. 


Opening the Style Bar 


The style bar shows the Alt key codes for paragraph styles applied 
to text. When you open the style bar, a space two characters wide 
appears between the left window border and the selection bar. 

The symbols that may appear in the style bar are: 


Style bar 
Selection bar 


This paragraph has no style attached to it, 

NP This paragraph has a style attached to it. 

# This paragraph has a style attached to it, but the style is 

not defined on the style sheet currently attached to the 
docunent. 

t A A running head at the top of both odd and even pages, 

to A A running head at the top of odd pages, 

te A A running head at the top of even pages, 

tf A A running head at the top of the first page, 

b A A running head at the bottow of both odd and even pages, 

bo A A running head at the bottow of odd pages, 

be A A running head at the botton of even pages, 

bf A A running head at the bottow of the first page, 


Page 1 {> 


Microsoft Word: STVLEBAR.DOC 


To open the style bar: 

[U Choose Window Options. 

[2] Choose Yes in the “style bar” field. 
[H Carry out the command. 
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Changing to Printer Display 

Word offers you two ways to display text. Word is preset to 
display text that shows accurate alignment of tab stops. The 
display is accurate if you are printing in 12-point (10-pitch) 
characters. 

If you want to see the line breaks exactly as they will be printed, 
however, change to printer display. The difference between 
printer display and the normal display will be most obvious when 
you format characters with font sizes other than 12-point 
(10-pitch). Note, however, that printer display responds more 
slowly because Word has to calculate the width of every charac¬ 
ter instead of assuming they are all one standard width. 

To change to printer display: 

E Choose Options. 

E Choose Yes in the “printer display” field. 

E Carry out the command. 


Despite all of the coMputer age's tine saving Machines, 
you probably find yourself in a tiwe trap being always short 
of tiwe and unable to do everything that you need to and 
would like to do, Vou think, "If only I had More tiMe, I'd 
be able to get out froM under this Mess," Think a Mowent. 


Despite all of the coMputer age's tiMe saving Machines, you probably fi 
yourself in a tiMe trap being always short of tiMe and unable to do everythi 
that you need to and would like to do, Vou think, "If only I had More tiMe, 
be able to get out froM under this Mess," Think a MOMent, Vou cannot get m 
tiMe. The challenge is to use your tiMe More effectively. The probleM is n 


Changing to printer 
display 


23.16 Normal Display 


23.17 Printer Display for 
14-Point Proportional 
Space Font 











24 Commands 


This chapter describes each Word command. The chapter is 
divided into two sections: 

■ Edit menu commands, which you use to edit and format docu¬ 
ment text. 

■ Gallery menu commands, which you use to create and revise 
style sheets. 


Within each section, the commands and their associated com¬ 
mands appear in alphabetical order. 

The description of each command includes: 

■ The command menu or command fields that appear when you 
choose the command. 

■ A description of each command field. 


Many fill-in command fields have a list of possible responses avail¬ 
able for you to view. Where there is a list, the message on the 
message line will end with the phrase . . or select from list.” 

To view the list: 

S Press the right key while the highlight is in the fill-in com¬ 
mand field. Or point to the command field and click the right 
mouse button. 


The list appears at the top of the screen. Move the highlight to 
the response you want, then carry out the command or move to 
the next command field. 

If you want to edit the responses in a fill-in field, you can: 

■ Start typing to replace a response Word proposes for a fill-in 
field. 

■ Press the backspace key to erase the character in front of the 
highlight when you’re in a fill-in field where you typed the 
response. 


Viewing a list of 
possible responses 


Editing fill-in 
responses 









■ Press the following keys to select characters or words when 
you’re in a fill-in field where you’ve typed the response. 

To select 

Press 

Word left 

F7 

Word right 

F8 

Character left 

F9 

Character right 

F10 


Once you’ve selected a character or word, you can type in front 
of it or delete it. 




Edit Menu Commands 


This section describes each Edit menu command in alphabetical 
order. 


Alpha Alpha 

Used to return to typing mode after pressing Esc. If the “menu” 
command field of the Options command is set to No, choosing 
Alpha also reduces the command area to a single line. 

Word starts in typing mode, so you can enter text right away. The 
text you type appears in front of the highlight. Existing text shifts 
to the right and wraps to the next line at the margin. 

If you turn on overtyping, the text you type replaces the selected 
text, character for character. 

Word automatically chooses and carries out Alpha after you carry 
out any Edit menu command or the Exit command from the 
Gallery menu. 


Copy Copy 

copy to: 

Used to copy the selected text to the scrap or to a glossary. 

Copying text is the first step in copying text within or between 
documents. See Insert for the second step. 

Select the text before choosing Copy. The copied text replaces 
the contents of the scrap or of the specified glossary. Footnotes 
attached to copied text are also copied to the scrap. Hidden text 
contained within the selected text, whether visible or not, is also 
copied to the scrap. 
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Command Field 

to: 

The symbol for the scrap { } is always the proposed response. 

To copy to the scrap, carry out the command without entering 
a glossary name. To copy to a glossary, enter a name in this com¬ 
mand field. A glossary name can be up to 31 characters long. A 
list of existing glossary names is available. Entering a new glossary 
name creates a new glossary entry. For more information on glos¬ 
saries, see Chapter 13, “Using a Glossary,” in Using Microsoft 
Word. 


Delete Delete 

DELETE to: 


Used to remove the selected text from a document to the scrap 
or to a glossary. Deleting text is also the first step in moving text. 
See Insert for the second step. 

Select the text before choosing Delete. The deleted text replaces 
the contents of the scrap or of the specified glossary. Footnotes 
attached to deleted text are also placed in the scrap. Hidden text 
contained within the selected text, whether visible or not, is also 
placed in the scrap. 

Command Field 

to: 

The symbol for the scrap { } is always the proposed response. 

To delete to the scrap, carry out the command without entering 
a glossary name. To delete to a glossary, type a name in the com¬ 
mand field. A glossary name can be up to 31 characters long. A 
list of existing glossary names is available. Entering a new glossary 
name creates a new glossary entry. For more information on glos¬ 
saries, see Chapter 13, “Using a Glossary,” in Using Microsoft 
Word. 
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Format 

FORMAT: Character Paragraph Tabs Footnote Division Running-head Style 


Used to format a document. 

If the selected text has the same formatting throughout (for exam¬ 
ple, all characters are bold and underlined), Word shows that for¬ 
mat as the proposed responses for the particular command fields. 

If the selected text has different formatting (for example, some 
characters are bold, but others are not), no responses are pro¬ 
posed. The fill-in command fields are blank; options in command 
fields show either no parentheses or uniform highlighting when 
active. 

Choosing a response sets that format for all the selected text. 
Fields with no choice are left “neutral”; that is, the characters, 
paragraphs, and divisions remain different for the unchanged 
parts of their formatting. 


Format Character 


FORMAT CHARACTER bold: Yes No 
strikethrough: Yes No 
double underline: Yes No 
font nane: 


italic: ¥es No underline: Yes No 

uppercase: Yes No snal1 caps: Yes No 
position: Norwal Superscript Subscript 
font size: hidden: ¥es No 


Used to view or set character formatting. 

All character formatting except uppercase, font name, and font 
size can also be applied with Alt-key combinations. Press a com 
bination once to apply the formatting, and again to turn off the 
formatting when finished. 


Format 


Format Character 







For 


Press 


Bold Alt-b 

Hidden Alt-e 

Double underline Alt-d 

Italic Alt-i 

Small caps Alt-k 

Strikethrough Alt-s 

Underline Alt-u 

Subscript Alt— 

Superscript Alt- + 

Standard (remove all character Alt-spacebar 
formatting) 


Command Fields 


bold: 

italic: 

underline: 

strikethrough: 

Choose Yes to give characters the above formats. 


uppercase: 

Yes Lowercase letters are shown and printed in 

uppercase. 

No Characters typed in lowercase are shown and 

printed in lowercase. 


small caps: 

Yes Lowercase letters are shown and printed in 

uppercase, but in a smaller font size. Uppercase 
letters are shown in uppercase, in their normal 
size. 

No Characters typed in lowercase are shown and 

printed in lowercase. 


Note Uppercase letters remain the same size if you try to apply 
this formatting. To change uppercase letters to small caps, either 
change them to lowercase before applying the small caps format, 
or change the size in the “font size” field. 
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double underline: 

Choose Yes to give characters this format. 

position: 

Normal Characters are shown and printed at the usual 

line level. 

Superscript Characters are shown and printed above the usual 
line level. 

Subscript Characters are shown and printed lower than the 

usual line level. 

font name: 

Enter a printer-specific font name from the list of names available, 
or a generic font name. The list shows font names specific to the 
printer choice in Print Options. Proposed response is either a 
printer-specific font name or a generic font name. For a list of 
generic font names, see Printer Information for Microsoft Word. 

font size: 

Type the font size in points. The list shows printer-specific font 
sizes. 

hidden: 

If text is hidden, it does not appear on the screen, nor does it 
print with your document, unless you choose Yes in the “show 
hidden text” field of the Window Options command. Hidden text 
is used to insert table of contents and index entries, and to embed 
notes (annotations) in your document. For more information, see 
Chapter 17, “Adding a Table of Contents, Index, and Annotations,” 
in Using Microsoft Word. 


Format Division 

FORMAT DIVISION: Margins Page-nuwbers Layout 


Used to view and set page formatting for a division. A division is 
a section of a document. The pages in a division all have the same 
page format. 

To start a new division, press Ctrl-ENTER. For information about 
adding divisions to a document and formatting divisions, see 
Chapter 14, “Page Formatting,” in Using Microsoft Word. 


Format Division 
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Format Division 
Layout 


Format Division Layout 


FORMAT DIVISION LAVOUI footnotes:<Sane-page)End 

nimher of coluwns: 1 space between coliwns: 0,5" 
division break:(Page)Continuous Colimn Even Odd 


Used to control where footnotes print in a division, to format a 
page to print newspaper-like columns, and to control how pages 
and columns break during printing. 


Command Fields 

footnotes: 

Choose Same-page to print footnotes on the page with their refer¬ 
ence marks. For multiple columns, the Same-page option prints in 
same column as reference mark. Choose End to print footnotes at 
the end of the division. 


number of columns: 

Number of columns per page. 

space between columns: 

Measurement between columns in inches. To enter a different 
unit of measure, type unit after number; for example, 2 cm or 
3 pt 


division break: 

Where the new division format takes effect. 


Page 

Continuous 


Column 


Even 

Odd 


Starts a new page. 

New format does not start until next page. But 
when necessary to fill the existing page, Word 
uses text from the next division. 

Starts in a new column (or new page when only 
one column is specified in “number of columns”). 
Pressing Ctrl-ENTER starts a new column. 

Starts on even-numbered page (leaves a blank 
page if necessary). 

Starts on odd-numbered page (leaves a blank page 
if necessary). 


> 






Chapter 24 Commands — Edit Menu 25 


Format Division Margins 


Format Division 
Margins 


FORMAT DIVISION MARGINS top: 1" bottom 1" 
page length: 11" width: 8,5" 
running-head position froM top: 0,5" 


left: 1,25" right: 1,25" 
gutter Margin: 0" 
froh bottoMl 0,5" 


Used to control the size of the text area when you print, and to 
tell Word about the size of your printer paper. You can also con¬ 
trol the vertical position of running-head text with the Format 
Division Margins command. For more information about running 
heads and adjusting a running head’s printing position, see 
Chapter 14, “Page Formatting,” in Using Microsoft Word. 

Command Fields 

top: 

Measurement is from the top of the sheet to the top of the first 
line of document text. 

bottom: 

Measurement is from the bottom of the sheet to the base of the 
bottom line of document text. 

left: 

Measurement is from the left edge of the sheet to the left edge of 
document text with zero left indent. 

right: 

Measurement is from the right edge of the sheet to the right edge 
of a full line of document text with zero right indent. 

page length: 

Measurement of page length can be in inches, points, or lines 
(22-inch maximum). 

width: 

Measurement of page width can be in any unit except lines 
(22-inch maximum). See the “measure” field in the Options 
command, Edit menu. 

gutter margin: 

Measurement here increases inside margin (for binding, for 
example). 
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running-head position from top: 

Measurement is from the top of the sheet to the top of the first 
line of the running head. Used for running head that prints at the 
top of the page. 

from bottom: 

Measurement is from the bottom of the sheet to the top of the 
first line of the running head. Used for running head that prints at 
the bottom of the page. 


Format Division Format Division Page-numbers 

Page-numbers 

FORMAT DIVISION PAGE-NUMBERS: Yes(No) fron top: 0,5" froM left: 7,25" 
nuhBering:(Continuous)Start at: nuhber format:(1)1 i A a 


Used to add page numbers to a division, to assign them a format, 
and to control where they print. 

Command Fields 

PAGE-NUMBERS: 

Yes tells Word to print page numbers according to the following 
five command fields. First page of division is numbered. The page 
number does not print if you specify a running head for the space 
where the page number would appear. For information about how 
to include page numbers in running heads, see “Adding Page 
Numbers” in Chapter 14, “Page Formatting,” in Using Microsoft 
Word. 

from top: 

Measurement is from the top of the sheet to the top of the page 
number. 

from left: 

Measurement is from the left edge of the sheet to the left edge of 
the page number. 

numbering: 

Continuous Continue from the last page number of the previ¬ 
ous division. 

Start Page numbers start at the number entered in the 

“at” field. 
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at: 

Type number for first page of division. 

number format: 

Word prints the page number as one of the following: 

1 Arabic numerals (1, 2, 3, 4, . . .) 

I Roman uppercase numerals (I, II, III, IV, . . .) 

i Roman lowercase numerals (i, ii, iii, iv, . . .) 

A Uppercase letters (A, B, C, D, . . .) 

a Lowercase letters (a, b, c, d, . . .) 

Also affects the glossary name “page.” For information on using 
the glossary name “page” to insert page numbers, see “Adding 
Page Numbers” in Chapter 14, “Page Formatting,” in Using 
Microsoft Word. 


Format Footnote 


Format Footnote 


FORMAT FOOTNOTE reference Mark: 


Used to insert footnotes, or to change the reference marks for 
existing footnotes. A footnote consists of two parts: the reference 
mark and the footnote itself. 

Footnote reference marks are characters with a special format and 
are connected to corresponding footnote text. A reference mark 
can be any character or sequence of characters, or it can be an 
automatic footnote number. 

To create a footnote, you position the highlight directly beyond 
the text you want footnoted. When you carry out the command, 
Word inserts the reference mark in front of the selection. 

Footnote text is kept at the end of the document text. You can 
view and revise the footnote text in a footnote window (see the 
Window Split Footnote command), or you can scroll to this text 
to view and revise it. 

To change a reference mark, you first select it. The reference 
mark becomes the proposed response, which you can then change 
with the command. 

Once you have a reference mark highlighted, you can use Jump 
Footnote to jump to and highlight the footnote text. If the foot¬ 
note window is open, you can highlight footnote text by moving 
to the footnote window. 
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Format Paragraph 


When you carry out the Format Footnote command, Word 
automatically carries out a Jump Footnote to the footnote text 
area so you can enter or revise the footnote text. To return to the 
footnote reference mark, either use Jump Footnote or scroll up in 
the document. 

You can revise a footnote the same way you revise document 
text. To delete a footnote, you delete the footnote reference mark. 
The reference mark and footnote text are deleted to the scrap. 

If an automatic footnote number is deleted or inserted, Word 
renumbers footnotes accordingly. If you accidentally delete an 
automatic footnote number from the footnote text with the back¬ 
space key (which does not send the footnote reference mark to 
the scrap), type footnote then press F3 to restore the automatic 
footnote number. 

Command Field 

reference mark: 

For automatic footnote numbering, carry out the command with 
no response. For a fixed mark, enter the mark (such as * or a 
number). The reference mark can be any number of characters, 
but Word only considers the first character as the reference mark. 
To delete or copy footnotes, select the first character of the refer¬ 
ence mark. Note that only this first character is deleted; the rest 
remains in your document. 


Format Paragraph 


FORMAT PARAGRAPH alignwent: Left Centered Right Justified 

left indent: first line: right indent: 

line spacing: space before: space after: 

keep together: Yes No keep follow: Yes No side by side: Yes No 

Used to review and set paragraph format. Paragraph format deter¬ 
mines how lines of text are placed. Tab stops are also a part of 
paragraph format; see Format Tabs for the format of tab stops. 

Command fields that control vertical spacing (“line spacing,” 
“space before,” and “space after”) always show the unit of measure 
for the proposed responses as lines. To specify points, append the 
abbreviation “pt” to the number. Lines are 12 points or 1/6 inch 
(6 lines per inch). The response “1 li” means single spacing if you 
are using standard 12-point characters. 
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The ruler appears in the top border to show indents and tab 
stops. The left mouse button sets left-aligned tab stops. The right 
mouse button moves (resets) indents and tab stops. 

Some paragraph formatting can also be applied with Alt-key com¬ 
binations. Press a combination once to apply the formatting, and 
again to turn off the formatting when you are finished. 


For 


Press 


Centered 
Justified 
Left-aligned 
Left indent 

Space before 

Standard (removes all 
paragraph formatting) 

Right-aligned 
First line 


Alt-c 

Alt-j 

Alt-1 

Alt-n (increases indent by 1/2 inch) 
Alt-m (decreases indent by 1/2 inch) 

Alt-o (1 line space before) 

Alt-p 

Alt-r 

Alt-t (left indent 1 inch, first line 
- 1 inch, and tab stop at 1 inch) 


Command Fields 

alignment: 

Left 

Centered 
Right 

Justified 

left indent: 

Type measurement for space between left margin and left edge of 
text. For multiple column text, type measurement for space 
between left column margin and left edge of text. Must always be 
a positive measurement; Word ignores negative measurements. 

first line: 

Type measurement for distance from paragraph’s left indent to 
first line’s left indent. A positive measurement indents the first 
line. A negative measurement (preceded by a minus sign) moves 
the first line to the left beyond the left indent, as for a 
bibliography. 


Lines are aligned at left indent; right indent prints 
“ragged right.” 

Lines centered between left and right indents. 

Lines are aligned at right indent; left indent prints 
“ragged left.” 

Lines are aligned at both left and right indents. 



right indent: 

Type measurement for space between right margin and right edge 
of text. You can use a positive or negative number. A negative 
measurement (preceded by a minus sign) moves the paragraph to 
the right beyond the inside edge of the right margin. 

line spacing: 

Type measurement for space above each line. “1 li” gives single 
spacing. Type auto if you want Word to automatically set line 
spacing to accommodate the largest font size within the line. 

space before: 

Type measurement for space between previous paragraph and 
selected paragraph. If a paragraph with space before it starts a 
page, Word omits the space before the paragraph and prints the 
first line of text on the first line below the top margin. 

space after: 

Type measurement for space between selected paragraph and sub¬ 
sequent paragraph. If measurement is entered here and in “space 
before” field, space between two paragraphs is sum of the two 
measurements. To avoid this, use only “space before” field. 

keep together: 

Choose Yes to prevent a page break or column break from occur¬ 
ring within the selected paragraph. If paragraph won’t fit on page 
or in column, Word moves entire paragraph to next page or 
column. 

keep follow: 

Choose Yes to print last two lines of the paragraph on same page 
or in the same column as beginning (at least first two lines) of 
following paragraph. 

side by side: 

Choose Yes to print paragraph in side-by-side format. Position of 
paragraph on page controlled by size of left indent. 


If left indent is Word prints the paragraph 


Larger than previous 
paragraph’s 

The same as previous 
paragraph’s 

Smaller than previous 
paragraph’s 


To the right of the previous paragraph. 

Below the previous paragraph. 

Indented as specified, below the last line 
of the longest paragraph in the previous 
set of side-by-side paragraphs. 
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Format Running-head Format Running-head 

FORMAT RUNNING-HEAD position:(Top)Botton 

odd pages:(Ves)No even pages:(Ves)No first page: Yes (No) 


Used to indicate the pages and positions where running heads will 
appear. Word treats running heads as paragraphs, and you can for¬ 
mat them accordingly. You can set up: 

■ Running heads for the top and bottom of each page 

■ Different running heads for odd-numbered and even-numbered 
pages 

■ Different running heads for different parts of a document 


To create a running head, format the running head text as a 
separate paragraph, then select the paragraph and choose Format 
Running-head. Running head paragraphs show a caret C) in the 
selection bar. 

When you print your document, the running head will appear in 
the position you set, not where it appears in the document on the 
screen. If consecutive paragraphs have identical running head set¬ 
tings, they are treated as a single running head. Running heads 
remain in effect from the page where they first occur during 
printing to the end of the division, or until Word encounters 
another running head paragraph with the same settings. 

A running head must fit in the space of a top or bottom margin. 

If it doesn’t, it overlaps the main body of text and does not print. 
Use the Format Division Margins command to increase a top or 
bottom margin, or to reposition a running head so it is closer to 
the edge of the sheet (farther from the main body’s text). 

To convert a running head into normal text, choose No in the 
“odd pages,” “even pages,” and “first page” command fields. 

Command Fields 

position: 

Top The position given in the “running head position 

from top” field of Format Division Margins. 

Bottom The position given in the “from bottom” field of 

Format Division Margins. 
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Format Style 

odd pages: 
even pages: 
first page: 

Choose Yes to have the running head appear on the pages 
indicated. 

To appear at the top of the first page of a document or division, 
the running head paragraph must be the first paragraph of the 
document or division. 

Format Style 

FORMAT STYLE: Character Paragraph Division Sheet 

Used to assign or view styles for a document. These commands 
assign styles without using the Alt key. 

A list of responses is available for each Format Style command. 

The list shows the “name” of the style, which includes the key 
code, the usage, the variant, and as much of the remark as fits in 
the remaining screen space. For more information on style names, 
see the Insert command in the “Gallery Menu Commands” section 
later in this chapter. 

As a response to the Format Style commands, you can enter the 
style’s usage and variant, or you can enter its key code. 

FORMAT STYLE CHARACTER: 

Used to assign character style to the selected text. 

FORMAT STYLE PARAGRAPH: 

Used to assign paragraph style to the paragraph containing the 
selected text. 

FORMAT STVLE DIVISION: 


Used to assign page (division) style to the division containing the 
selected text. The text of a division precedes its division mark. 
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FORMAT STVLE SHEET: 


Used to assign a style sheet to the document containing the 
selected text. Word assumes the extension .STY. The initial pro¬ 
posed response is NORMAL.STY. If the style sheet does not exist, 
Word displays the message: 


Enter V to create style sheet 


You may confirm or cancel creation of a new style sheet. 


Format Tabs 

FORMAT TABS: Set Clear Reset-all 


Used to set and clear tab stops for a paragraph usage. The ruler 
appears in the top window border for Format Tabs Set and Format 
Tabs Clear. For information on setting, moving, and clearing tab 
stops, see Chapter 18, “Working with Tables,” in Using Microsoft 
Word . 


Format Tabs Clear 

FORMAT TABS CLEAR position: 


Used to clear individual tab stops. You can also clear tab stops 
with Format Paragraph and Format Tabs Set. 

Command Field 

position: 

Type measurement for the position of the tab stops you want 
to clear. Tab stop positions are measured in units rather than in 
columns or characters. Separate multiple positions with commas. 


Format Tabs 


Format Tabs Clear 
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Format Tabs Reset-all 


Format Tabs Set 


Format Tabs Reset-all 

Used to clear all tab stops at once. No confirmation message. 


Format Tabs Set 

FORMAT TABS SET position: 

alignhent:(Left)Center Right Decimal leader char:(Blank), - _ 


Used to view and set, move, and clear tab stops. You can also set, 
move, and clear tab stops with Format Paragraph and Format Tabs 
Clear. 

Command Fields 

position: 

Type measurement for the position of the tab stop. When the 
“measure” command field of Options is set to inches, centimeters, 
or 10 pitch, each mark on the ruler equals the width of one 10- 
pitch character. When the “measure” command field is set to 
points or 12 pitch, each mark on the ruler equals the width of 
one 12-pitch character. 

To enter a measurement: 

■ Type a measurement, then press the Ins key to set a tab stop 
or the Del key to clear a tab stop. 

■ Press the right and left keys to move the highlight along the 
ruler to the position you want. For tab stops that are set 
already, the up and down keys jump to the next tab stop to the 
right and left, respectively. Then press the Ins key to set a tab 
stop or the Del key to clear a tab stop. 

■ With the mouse, point to the position on the ruler you want, 
then click the left button to set a tab stop, or click both but¬ 
tons at the same time to clear a tab stop. To move a tab stop, 
press and hold down the right button, point on the ruler to 
where you want the tab stop, and release the button. 

1 
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alignment: 

Arranges text between tab stops as follows: 


Left 

Center 

Right 

Decimal 


Left-aligned at the tab stop. 

Centered around the tab stop. 

Right-aligned at the tab stop if there is sufficient 
room to the left of the tab stop. 

Decimal point is aligned with the tab stop. If the 
text contains no decimal point, it is right-aligned. 


leader char: 

Blank 
. (dot) 

—(hyphen) 

_ (underscore) 


Tab is displayed and printed blank. 

Tab is displayed and printed filled with dots. 

Tab is displayed and printed filled with 
hyphens. 

Tab is displayed and printed filled with 
underscores. 


Gallery 


Gallery 


COMMAND: Copy Delete Exit Forwat Help 

Insert Nane Print Transfer Dndo 
Edit style sheet or choose Exit to see docuwent 
GALLERY {} Microsoft Word: 


Used to move to the Gallery menu, where you can create, review, 
and revise styles. For descriptions of the commands, see the 
“Gallery Menu Commands” section later in this chapter. 

Choose Exit to exit the Gallery and return to typing mode. 

You can choose one or more styles in the Gallery, and can scroll 
a style sheet. 


Help 


Help 


HELP: Resune Next Previous , , 

Introduction Commands Editing Keyboard Mouse Selection Tutorial 


Used while you work in Word to get quick reference information 
or lessons on performing word processing tasks. 






You can request Help in the following ways: 

® Choose the Help command, which shows the first page of the 
Help text, 
or 

S With the mouse, point to the Help mark (?) in the status line 
and click a mouse button, 
or 

® Press Alt-h at any time. 

If you have a style sheet attached to the document, press Alt- 
xh. If you have a style with a key code that starts with x, you 
cannot request Help with Alt-h or Alt-xh; use one of the other 
two methods instead. 


When you request Help, Help text replaces the document display, 
and the Help command menu appears in the command line. The 
text that appears depends on when you ask for Help: 

■ If a command is highlighted in a menu, information about that 
command appears. 

To highlight a command on a main menu, press Esc, then 
spacebar or backspace to move the highlight. 

■ If a command field is highlighted, information about that field 
appears. 

■ If the message line shows an error message, information about 
the command previously chosen appears. 


Once the Help command menu is displayed, you can use its com¬ 
mands to see different quick reference topics, return to Word, or 
request a tutorial lesson from the Learning Word program. The 
commands and their effects are shown below. 


Resume 


Next 


Previous 

Introduction 


Returns to the document display and menu or 
command field from where you requested Help. 
(Esc returns to the main command menu.) 

Shows the next screenful of Help text. Usually not 
all the text will fit on one screen. Choose Next to 
display more text. 

Shows the previous screenful of Help text. 

Shows the beginning of the Help text. 
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Commands 


Editing 

Keyboard 


Mouse 

Selection 

Tutorial 


Shows information on how to use commands, fol¬ 
lowed by Help information for each command 
and command field. To jump to Help text for a 
particular command, highlight the command in 
the main menu before requesting Help (see 
instructions above). 

Shows the description of how to revise text. 

Shows the key top labels corresponding to Word 
action keys. Includes the list of built-in Alt-key 
combinations. 

Shows how to use a mouse to control Word’s 
actions. 

Shows how to highlight text. 

Brings up the Help Tutorial command, which is 
used either to choose a single tutorial lesson from 
the Learning Word program that corresponds to 
displayed Help information, or to see an index of 
all available lessons. 


Help Tutorial 

HELP TUTORIAL: Lesson Index 


Used to choose a lesson on a word processing task from within 
Word. Lessons are drawn from the Learning Word program. 

Important You must have 256K of available memory when you 
ask for tutorial help. If you have less, Word displays the message 
“Insufficient memory” in the message line. 

You can determine available memory by using the DOS CHKDSK 
command at the system prompt (A> or C>). For information on 
the CHKDSK command, see your DOS manual. 


Once in the Help Tutorial command, choose one of the following 
commands to see the lesson you want. 


Help Tutorial 
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Insert 


Lesson Displays the lesson referenced on a screen of Help 
information. 

Where there isn’t a lesson that corresponds to the 
displayed information, you’ll see “No lesson available” 
instead of a reference. If you choose Lesson in this 
situation, Word will continue to display the current 
Help information. 

Index Displays the index to the Learning Word program les¬ 
sons. You can choose any lesson from the index, fol¬ 
lowing the directions on the screen. 


Insert 


INSERT from 


Used to insert a copy of the scrap or a glossary item. Before 
choosing Insert, move highlight to place in document where you 
want to put the inserted text. When you carry out the command, 
text in the document moves right to make room. 

Footnotes attached to text in the scrap are also inserted; then they 
are renumbered if they have automatic footnote numbers. 


Note To insert new text into a document, move the highlight to 
where you want to put the new text, and type. If you have over¬ 
type turned on, first press F5, then type. 


Command Field 

from: 

The symbol for the scrap { } is always the proposed response. 
To insert from the scrap, carry out the command without filling 
in this field. To insert from a glossary, type the glossary name. 

A glossary name can be up to 31 characters long. A list of 
existing glossary names is available. 

If the glossary name does not exist, Word cancels the command 
and displays the message: 


Glossary nawe not defined 






Chapter 24 Commands — Edit Menu 39 


Jump 


JUMP to: Page Footnote 


Used to move directly to a specific page, a footnote reference 
mark, or footnote text in a document. 

Jump Footnote 


JUMP FOOTNOTE: 


Used to jump to a footnote reference mark or its associated foot¬ 
note text. The jump depends on the text that is selected. 

Highlight is on 

Jumps to 

Document text 

Next reference mark 

Reference mark 

Associated footnote text 

Footnote text 

Associated reference mark 


Jump Page 


JUMP PAGE number: 


Used to jump to the first line of the next page with the specified 
number. 

The pages correspond to the page breaks at the last printing of 
the document. To update page breaks without printing, choose 
Print Repaginate. 

Command Field 

number: 

Type the Arabic number of the page to jump to. The format of the 
printed page numbers is irrelevant for this command. 


Jump 


Jump Footnote 


Jump Page 
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Library 


Library Autosort 


In a multiple division document, if you start a division at a spe¬ 
cific page number, you may have more than one page with the 
same number. Jump Page jumps to the next page with the speci¬ 
fied number. To enter a specific page and division, type the page 
number, then the division number. For example, type 12D2 to 
jump to page 12 in division 2. 


Library 

LIBRARY: Autosort Hyphenate Index Nunber Run Spell Table 

Used to move to the Library menu, where you can: 

■ Sort text 

■ Hyphenate a document 

■ Create an index 

■ Number an outline or document text automatically 

■ Run programs outside Word without leaving Word 

■ Check the spelling in documents 

■ Create a table of contents 


Library Autosort 


LIBRARY AUTOSORT by: Alphameric Nuneric sequence:(Ascending)Descending 
case: Yes(No) colimn only: Yes(No) 


Used to sort paragraphs, tables, lists, and outlines. You can 
use Library Autosort to sort text alphanumerically (letters and 
numbers) or numerically, in either ascending or descending order. 
Library Autosort sorts column, outline, and normal selections. 

With column selections, Library Autosort sorts individual lines of 
text. With normal and outline selections, Library Autosort sorts 
paragraphs. Library Autosort is especially useful for sorting the 
individual lines of a table based on the contents of a selected 
column. For more information about sorting, see Chapter 19, 
“Sorting Text,” in Using Microsoft Word . 
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Command Fields 

by: 

Choose Alphanumeric to sort text containing letters, letters and 
numbers mixed, and numbers arranged uniformly with special 
characters (such as dates in yy/mm/dd format). 

Alphanumeric sorts text into ascending order according to the 
following rules: 

■ Special characters come before all others 

■ Numbers (0-9) come before uppercase letters 

■ Uppercase letters come before lowercase letters 

■ Lowercase letters come last 

Note The rule for sorting uppercase and lowercase letters 
applies only if you choose Yes in the “case” field. If you choose 
No, case is ignored in the sort. 


Choose Numeric to sort text containing numbers by comparing 
the numeric value of the selected items. An alphanumeric sort 
treats numbers as characters in a textual pattern, not as digits 
with a numeric value. 

Numeric items can contain the following characters: 

$ Dollar sign 

% Percent sign 

— Minus sign 

, Comma 

( Opening parenthesis 

) Closing parenthesis 

Decimal point 

sequence: 

Ascending Rearranges items from the lowest value to the 
highest value. 

Descending Rearranges items from the highest value to the 
lowest value. 

case: 

Yes Tells Word to sort according to the alphanumeric rules 

for sorting letters. 

No Tells Word to ignore case when it sorts. 
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Library Hyphenate 


column only: 

Yes Tells Word to sort a selected column, but not to rear¬ 

range any of the other columns normally associated 
with the column (for example, in a table). 

No Tells Word to sort a selected column, and to rearrange 

the rows of a table based on the results. 

For more information about column selection, see Chapter 18, 

“Working with Tables,” in Using Microsoft Word. 


Library Hyphenate 

LIBRARY HYPHENATE confirn: Yes No hyphenate caps:(Yes)No 


Used to automatically insert optional hyphens in a document so 
that words divide at the ends of lines. Library Hyphenate requires 
access to the file HYPH.DAT. 

The direction of hyphenation is always toward the end of the 
document. 

■ If the selection is a single character, Word hyphenates from 
the selected character toward the end of the document. 

■ If the selection covers more than one character, Word hyphen¬ 
ates only within the selected text. 


While Word is hyphenating your document, it displays the 
message: 


Hyphenating.., 


When the hyphens have been inserted, Word returns to the text 
that was selected when you carried out the Library Hyphenate 
command and displays a message that tells you how many words 
were hyphenated. For example: 


12 words hyphenated 


Word will not try to hyphenate words that already contain 
hyphens. 










Command Fields 

confirm: 
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If you choose Yes, Word asks you to confirm the placement of 
each hyphen. Word switches the display to printer display to 
show you the word it proposes to hyphenate as the first word 
on a line. You don’t have to search the whole screen to find the 
proposed hyphenation point. When Word is finished hyphenating, 
the display returns to the way it was when you chose Library 
Hyphenate. 

Word may find more than one hyphenation point in a word it pro¬ 
poses to hyphenate. Word highlights the character at the hyphena¬ 
tion point that is closest to the right end of the line. When Word 
highlights a proposed hyphenation point, do one of the following: 


\m\ Press Y (for Yes) to insert an optional hyphen, then search for 
the next word to hyphenate. 

Before pressing Y, you can press the up or down key to move 
to the other possible hyphenation points that Word recognizes 
within the word. This allows you to control automatic hyphen¬ 
ation so you can adjust proposed hyphenations you don’t like. 
You can press the left or right key to move character-by¬ 
character within the word. Pressing left moves to the left. 
Pressing right moves to the right. You can move to the left 
only as far as the second character of the word. You can move 
to the right only as far as the next-to-last character of the 
word. 

Note that the proposed hyphenation is the hyphenation point 
closest to the end of the line. If you insert an optional hyphen 
to the right of the end of the line, the word will not appear 
hyphenated and will be printed on the next line, 
or 

a Press N (for No) to prevent hyphenation and to search for the 
next word to hyphenate, 
or 


\u\ Press Esc at any time to cancel. 


Choose No to insert hyphens without confirmation. 

hyphenate caps: 

Yes Inserts hyphens in words with initial capital letters. 

No Ignores any word that begins with a capital letter. 

This is useful for preventing hyphens in names, proper 
nouns, and the first word of a sentence or quotation. 
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Library Index 


Library Index 

LIBRARV INDEX entry/pacfe It separated by: cap nain entries:(Ves)No 

indent each level: 0,2" use style sheet: Ves(No) 

Compiles designated entries into an index placed at the end of the 
current document. Library Index alphabetizes the entries, collects 
page numbers, and eliminates duplicate entries. 

You designate index entries by typing the command . i. formatted 
as hidden text in front of the entry. Mark the end of the entry 
with a semicolon, paragraph mark, or division mark, formatted as 
hidden text if necessary. Entries can be existing text or new hid¬ 
den text. For more information, see Chapter 17, “Adding a Table 
of Contents, Index, and Annotations,” in Using Microsoft Word. 

Command Fields 

entry/page # separated by: 

This is the character or characters that appear after the entry and 
before the page numbers. The proposed response is two spaces. 

cap main entry: 

If you choose Yes, the first word of each first-level (or main) 
index entry is capitalized. All other capitalization is left as is. If 
you choose No, all capitalization is left as is. 

indent each level: 

The amount of space each subentry is indented from its superior 
entry. The proposed response is 0.2 ”. You can also use other 
measurement abbreviations. For a list of measurement abbrevia¬ 
tions, see “Entering Measurements” in Chapter 6, “Text Format¬ 
ting: Changing the Look,” in Using Microsoft Word. 

use style sheet: 

If you are not using a style sheet, leave No as the response in this 
field. 

If you want to use a style sheet, choose Yes in this field. Word 
looks on the attached style sheet to see if you have defined any 
of the four paragraph styles reserved for the index: 

■ Index level 1 

■ Index level 2 

■ Index level 3 

■ Index level 4 
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Each paragraph style applies to the corresponding level of index 
entries: Index level 1 applies to index main entries, Index level 2 
applies to second-level entries, and so on. 

When you choose Yes in this field, Word ignores the “indent each 
level” field. 

o 


Library Number 


Library Number 


LIBRARY NUMBER:(Update)Renove restart sequence: (Yes)No 


Used to number headings, subheadings, and paragraphs of text 
automatically. Library Number acts on the selection. If one charac¬ 
ter is selected, Library Number acts on the entire document. If the 
selection covers more than one character, Library Number acts 
only on the selected text. 

Normally, Library Number renumbers paragraphs that you have 
already typed numbers next to. Word follows the numbering 
scheme you are currently using when it renumbers paragraphs. 

In outline view, Library Number numbers all selected headings 
according to the heading levels you assigned when you raised or 
lowered headings. Word follows the Chicago Manual of Style 
numbering scheme when it numbers outline headings. 

If you type legal format numbers next to the first paragraph in an 
outline, Word follows the legal numbering scheme to number the 
rest of your outline. For example, if you want to number your 
headings with a number followed by a period, type 1. next to the 
first heading, and Word numbers the rest of the headings using 
the legal numbering scheme. 

When you renumber or remove numbers in front of paragraphs, 
Word recognizes these characters as numerals: 

■ Arabic numerals (1, 2, 3, 4, . . .) 

■ Uppercase Roman numerals (I, II, III, IV, . . .) 

■ Lowercase Roman numerals (i, ii, iii, iv, . . .) 

■ Uppercase letters (A, B, C, D, . . .) 

■ Lowercase letters (a, b, c, d, . . .) 

■ Legal format numbers (1, 1.1, 1.2, 1.3, 1.4, . . .) 


In normal document view, Word numbers all headings at the same 
level of indentation with the same kind of number. 
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Library Run 


Word uses these guidelines for recognizing numbers: 

■ Leading spaces are ignored. 

■ The first character of a numerical entry must be the first 
textual character of a paragraph. It can be a number, Roman 
numeral, letter, or an opening parenthesis followed by any 
of these. 

■ The numerical entry must end with a period or parenthesis, 
unless it is in legal format (1.1, etc.), in which case closing 
punctuation is optional. Word follows the punctuation format 
set in the first paragraph when it numbers other paragraphs at 
the same level of indentation. 

■ The closing parenthesis, period, or final digit of a numerical 
entry must be followed by a space or tab. 

■ The format of the number will be the same format as the first 
character of the paragraph you are inserting the number in 
front of. When you replace a number, the new number has 
the same format as the number you replace. 


Choose Update To renumber the numbered paragraphs in a 

document, or to number or renumber heads 
in an outline. 

Choose Remove To remove all numbers from heads or 
paragraphs. 


Command Field 

restart sequence: 

Yes To start renumbering at 1 (or A or I). 

No To start numbering with the first number found in the 

selection. 


Library Run 

LIBRARY RUN: 


Used to run other programs and DOS commands without having 
to quit Word. 
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Notes About Using Library Run 

■ To use Library Run with a floppy disk system, your Word 
disk — as well as any floppy disks with programs you want 
to run with Library Run — must contain the DOS file 
COMMAND.COM. When you run the SETUP program to 
prepare Word for operation with your computer, SETUP puts 
COMMAND.COM on your working copy of the Word disk. If 
you haven’t run SETUP and put COMMAND.COM on a copy of 
the Word disk, you should do so before using Library Run. 

Use the DOS COPY command to copy COMMAND.COM from 
your DOS disk to any disk with a program you want to run 
with Library Run. 

■ When you run an outside command or program using Library 
Run, you will need enough memory for both Word and the 
additional program. If there is not enough memory, you will 
see the following message when you try to run the outside 
program: 


Insufficient newory 


Word then cancels the command and returns to the Edit menu 
and typing mode. 

Press Esc to cancel Library Run yourself before the outside 
program or command begins to operate. 

■ Some DOS commands and outside programs remain resident 
in memory after you first use them. These commands and pro¬ 
grams should not be chosen with Library Run. Choose them 
from the DOS system prompt before you start Word. The DOS 
commands are ASSIGN, GRAPHICS, MODE, and PRINT. Out¬ 
side programs are those like Ready!, Prokey, Superkey, and 
Sidekick. 

■ Never use the Library Run command to delete files with .TMP, 
.BAK, or .DOC extensions that you have worked on in the 
current session. If you do, you may lose all your work for the 
session. Use the Transfer Delete command to delete files. 


Using the Library Run Command 

After you choose Library Run, enter the name of the program or 
DOS command you want to run. You can also specify a disk drive 
or directory name as part of your response. 
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If you have a system with only floppy disk drives, Word displays 
the message: 


Replace Word disk if necessary, Enter Y when ready 


For some DOS commands, you won’t need to change disks if 
COMMAND.COM is on the Word disk. For other DOS commands, 
you may need to insert a DOS disk or another disk that contains 
the outside program. 

When you press Y, Word gives control of your computer to DOS, 
which runs the outside program. 

If you have a hard disk system, Word turns over control of your 
computer to DOS, but does not display the intervening message 
prompting you to enter Y. 

If Word cannot find the program or command on the program 
disk or in the directory, DOS displays the message: 


Bad cowiand op file nane 


For all systems, after the outside program has finished running, 
Word displays the message: 


Press a key to resuwe Nord 


When you press a key, the Word screen reappears, and Word 
returns to typing mode. 


Library Spell 


Library Spell 

COMMAND: Dictionary Help Options Proof Quit 


Used to check the spelling of words in the active document (the 
document with the highlight when you have more than one docu 
ment in Word). Word puts the documents you are working on 
into temporary storage, called a work file, while Spell checks and 
you correct the document. 

If you have a hard disk system, Word starts Spell, and Spell 
returns you to Word when you finish checking and correcting 
a document. 
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If you have a system with only floppy disk drives, Word displays 
the message: 

Replace Word disk with Spell disk, Enter Y when ready 

o 

Replace the Word disk with the Spell disk, then press Y. 

Once Spell starts, make any changes to your user dictionary (see 
Library Spell Dictionary) or marking character (see Library Spell 
Options — Proofing phase) before choosing Proof to check 
spelling. 

Spell works in two phases: proofing phase and review phase. Dur¬ 
ing the proofing phase, Spell checks the words in the document 
against the words in the dictionaries and builds a list of misspell¬ 
ings. When Spell finishes the proofing phase, it displays the menu 
of commands for the review phase. 

During the review phase, you review each misspelling and act on 
it. When you’ve reviewed and acted on all the misspellings, Spell 
corrects your document and returns to Word. To store the cor¬ 
rected document on disk, choose Transfer Save. 

In the following descriptions, the Library Spell commands appear 
with an indication of which menu the command appears on: for 
the proofing phase or for the review phase. Those Library Spell 
commands without this indication appear on both menus, and 
there is no difference in their behavior when chosen from either 
menu. 


Note You can run Spell without starting Word first. Type spell 
after the DOS prompt. 

For a description of additional Spell tools supplied in the Word 
package, see Appendix F, “Additional Spell Tools.” 


Library Spell Add (Review phase) 

ADD word to: Standard Docuwent User 


Used to add words to one of the dictionaries. Use this command 
to create, as well as to add to, a document dictionary. The main 
(standard) dictionary already exists on the Spell disk. A user dic¬ 
tionary is created with the Dictionary command. 


Library Spell Add 
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Command Field 

word to: 


Library Spell Correct 


Choose the dictionary to which you want to add the word show¬ 
ing in the correction window. Your choices are: 

Standard Adds the word to the main dictionary supplied 

with Spell. 

Document Adds the word to a dictionary that Spell will 

attach to the current document. The document 
dictionary is stored in a file with the same name 
as the document, but with the extension .CMP. If 
the document dictionary does not yet exist, Spell 
creates it automatically when you choose Library 
Spell Add. 

User Adds the word to a user dictionary you specify in 

the Dictionary command. 


Note If you did not give a user dictionary name with the Dic¬ 
tionary command before choosing Proof, Spell creates a user dic¬ 
tionary with the name SPECLALS.CMP. 


Library Spell Correct (Review phase) 

CORRECT: adjust case: (Yes)No 


Used to correct the misspelling currently displayed in the correc¬ 
tion window. 

Command Field 

Type the correct word, or press the right key to request a list of 
possible corrections in the lookup window. If you request a list, 
use the spacebar and the direction keys to highlight the correc¬ 
tion you want, or type the correction. 

Spell looks up alternatives based on: 

■ The letters that appear in the correction window. 

■ The option chosen in the “lookup” command field of the 
Library Spell Options command. 
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■ The letters and other characters you type. 

You can type any sequence of letters, plus you can type ques¬ 
tion marks (?) or an asterisk (*). A question mark stands for a 
single letter in the position you type the question mark. For 
example, typing/?d, then pressing a direction key, displays 
FAD and FED . An asterisk stands for one or more characters in 
the position you type the asterisk. For example, typing x*, 
then pressing a direction key, displays all words in the dic¬ 
tionaries that begin with the letter x. 


If the list of alternatives is longer than will fit in the lookup win¬ 
dow, Spell displays the message: 


Press ENTER to continue search or spacebar to stop 


If you see the word you want in the list in the lookup window, 
press the spacebar, then use the direction keys to select the word. 

If you do not see the word you want, press enter to see more of 
the list. 

adjust case: 

Choose how you want Spell to handle capital letters in 
corrections. 

Yes Tells Spell to match the case of the corrections to the 

case of the misspellings, regardless of how you typed 
the correction. If the misspelling is Wrod , then the 
correction will be Word , even if you type WORD . 

No Tells Spell to ignore the case of the misspellings and 

uses the correction as it appears in Library Spell 
Correct. 

Note When you request a list of alternatives in the Library Spell 
Correct command, Spell shows them in all uppercase. If you 
choose No in the “adjust case” command field, the corrections 
will be all uppercase. 
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Library Spell 
Dictionary 


Library Spell Dictionary (Proofing phase) 

DICTIONARY: 


Used to name a user dictionary for use with all documents during 
a Spell checking session. Use this command to create as well as to 
specify an existing user dictionary you want to use. 

Type the name of the user dictionary you want to use. If you 
specified a user dictionary already, its name appears in the com¬ 
mand field. To continue using the same dictionary, press enter. 

If the new user dictionary does not yet exist, Spell creates it 
automatically when you carry out the command. 

Press the right key to request a list of available dictionary names. 
If you request a list, use the direction keys to highlight the name 
of the dictionary you want to use. 


Library Speii Help Library Spell Help 

Used to display reference information about some Spell com¬ 
mands. Depending on when you choose Help, you see one of 
two menus. 

If you choose Help You see this menu 

Before choosing the Library HELP: Resune Dictionary Options Proof 

Spell Proof command 

After proofing a document HELP: Resune Add Correct Options 


Press the initial letter of the command you want help with. 
Press R (for Resume) to return to checking the document. 


Library speii ignore Library Spell Ignore (Review phase) 

Used to leave the word in the correction window as is and display 
the next misspelling in alphabetical order. 
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Library Spell Mark (Review phase) 

Used to insert a special character in front of the word in the 
correction window. The mark makes it easy to find and revise 
a word later. Spell inserts the marking character chosen in the 
“marking character” command field of the proofing phase of the 
Library Spell Options command. Spell uses the same marking 
character throughout the review phase. 


Library Spell Next (Review phase) 

Used to move to the next misspelling in alphabetical order. This 
command is active only after Library Spell Previous. Library Spell 
Next remains active until you return to the next word that you 
have not yet acted on (that is, chosen Library Spell Add, Correct, 
Ignore, or Mark for). Compare with the Library Spell Resume 
command. 


Library Spell Options (Proofing phase) 


OPTIONS lookup: quick(coMplete) ignore all caps: yes(no) 

narking character! # \ /'/&#+ 0 


Used to review and set options for certain Spell actions that apply 
to all misspellings. 

Command Fields 

lookup: 

Choose the extent of the search (lookup) in the dictionaries. 

Quick Tells Spell to assume that the first two letters 

of all the words in the document are correct. 

Complete Tells Spell to assume that even the first letters 
of the words in the document may be incorrect. 
Because Spell must check many more possibili¬ 
ties, the proofing phase will be longer. 


Library Spell Mark 


Library Spell Next 


Library Spell Options 
(proofing phase) 
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ignore all caps: 

Choose between ignoring words that contain all capital letters and 
checking them for spelling. 

Yes Tells Spell not to check the spelling of words that con¬ 

tain all uppercase letters. Spell still checks all words 
with all lowercase letters or with a mix of uppercase 
and lowercase letters. This option is useful for check¬ 
ing documents that contain program samples, which 
often contain terms (such as command names) written 
with all uppercase letters. 

No Tells Spell to check the spelling of all words, including 

those with all uppercase letters. 

marking character: 

Choose the character you want to mark words with when you 
choose the Library Spell Mark command during the correction 
phase. The characters have no special meaning to Spell; the 
variety of choices lets you choose a character that does not 
appear otherwise in your document. 


Library speii Options Library Spell Options (Review phase) 

(review phase) 


OPTIONS lookup: quick couplete 


Used to review and set the option for the extent of the dictionary 
search (lookup) Spell conducts. You can change the setting for 
each misspelling. 

Command Field 

lookup: 

Choose the extent of the search (lookup) in the dictionaries. 

Quick Tells Spell to assume that the first two letters 

of each misspelled word are correct. 

Complete Tells Spell to assume that even the first letters 
of each misspelled word may be incorrect. 
Because Spell must check many more possibili¬ 
ties, the proofing phase will be longer. 
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Library Spell Previous (Review phase) 

Used to move to the previous word in a misspelling list. You can 
move backwards to the beginning of the list, one word at a time, 
with this command. Useful if you want to change an action you 
took (Library Spell Add, Correct, Ignore, or Mark) during the 
current Spell session. 

To move forward again after using Library Spell Previous: 

Choose Library Spell Next to move forward one word at a 
time. Or choose Library Spell Resume to jump to the next 
word in the list that you haven’t reviewed and acted on. 


Library Spell Proof (Proofing phase) 

Used to tell Spell to check a document for misspellings, then to 
switch to the review phase of the process. 

Spell checks the active document. When you have more than 
one document in Word, the active document is the one with 
the selected text. 

If you have no document in Word when you choose Spell, Spell 
displays the command: 


FILENAME: 


Enter a document name, just as you would for the Transfer Load 
command; that is, type the name or choose a name from the list: 
press the right key or point to the command field and press the 
right mouse button, then choose a document by highlighting its 
name and carrying out the command. 

When Spell finishes checking the document, you’ll see the Review 
phase menu appear in the command area: 


COMMAND: Add Correct Help Ignore Mark Options Quit 
Resime Next Previous 


Choose the appropriate command to act on the misspelling that 
appears in the correction window. 


Library Spell Previous 


Library Spell Proof 
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Library Spell Quit 
(proofing phase) 

Library Spell Quit 
(review phase) 


Library Spell Resume 


Library Spell Quit (Proofing phase) 

Used to tell Spell to quit and exit to Word. 

When you choose Quit, the Word screen reappears as it was 
when you chose Library Spell. You are in typing mode. 


Library Spell Quit (Review phase) 

Used to tell Spell to quit the review phase. 

When you choose Quit, but you have not yet directed Spell to 
process the changes to the document, Spell displays the message: 


Enter Y to process, N to discard changes, or Esc to resuwe 


Press To 


) 


Library Spell Resume (Review phase) 

Used to jump to the next word that you haven’t yet reviewed and 
acted on. You will typically use Library Spell Resume after having 
used two or more Library Spell Previous commands. This com¬ 
mand is active only after you have used the Previous command to 
move back through the list. Resume remains active until you 
return to the next word that you have not acted on (that is, 
chosen Library Spell Add, Correct, Ignore, or Mark for). 


Y Correct the document. Spell makes the changes to the 

document, then quits and exits to Word. 

N Discard the corrections you entered and exit to Word. 

Esc Continue reviewing and changing words. Spell displays 

the next word, in alphabetical order, that you have not 
yet reviewed and acted on. The menu for the review 
phase reappears. 
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Library Table 

LIBRARY TABLE index on: C entry/page # separated by: A t 
indent each level: 0,4" use style sheet: Yes(No) 


Compiles designated entries into a table of contents placed at the 
end of the current document. Library Table compiles each entry 
sequentially and lists the page number on which the entry occurs. 
Library Table can also be used to create other lists that would 
benefit from the format, such as a list of figures. 

You designate table entries by typing the command characters. c. 
(formatted as hidden text) in front of the entry. The end of the 
entry is marked by a semicolon, paragraph mark, or division mark, 
formatted as hidden text if necessary. To create another table, 
substitute any letter for c except i, which is reserved for indexes. 
Entries can be existing text or new hidden text. 

Command Fields 

index on: 

This field tells Word how to find entries for a contents or other 
table. The proposed response is c for Contents. You can type any 
letter here except /, which is reserved for Library Index. The 
letter you type here must match the letter you type in front of 
your table entries. Capitalization is ignored. 

entry/page # separated by: 

This is the character or characters that appear after the entry and 
before the page numbers. The proposed response is % which 
represents a right-aligned tab character. This causes the page 
numbers to align at their last digits, close to the right margin. 

indent each level: 

The amount of space each subentry is indented from its superior 
entry. The proposed response is 0.4 ". You can also use other 
measurement abbreviations. For a list of measurement abbrevia¬ 
tions, see “Entering Measurements” in Chapter 6, “Text Format¬ 
ting: Changing the Look,” in Using Microsoft Word. 

use style sheet: 

If you are not using style sheets, leave No as the response in 
this field. 


Library Table 
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If you want to use styles, choose Yes in this field. Word looks on 
the attached style sheet to see if you have defined any of the four 
paragraph styles reserved for a table of contents: 


Options 


■ Table level 1 

■ Table level 2 

■ Table level 3 

■ Table level 4 


Each paragraph style applies to the corresponding level of table 
entries: Table level 1 applies to first-level table of contents entries, 
Table level 2 applies to second-level entries, and so on. 

When you choose Yes in this field, Word ignores the “indent each 
level” field. 


Options 

OPTIONS visible:(None)Partial Cowplete printer display: Yes(No) henu:(Ves)No 
default tab width: .5" Measure: (In)C m P10 P12 Pt mite: Yes(No) 


Used to review and set options for customizing Word. 

Word records the settings in all the Options command fields 
when you quit. At the next startup, Word uses the same settings. 

Command Fields 

visible: 

None Characters that are normally invisible are not 

shown in the window. 

Partial The following normally invisible characters are 

made visible in the window: 

Paragraph (*11) 

Newline (J) 

Optional hyphen (-) 

Hidden text, if shown, is displayed with a dotted 
underline. The locations of hidden text, if not 
shown, are indicated by a two-headed arrow ( # ). 





Chapter 24 Commands — Edit Menu 59 


Complete The normally invisible characters made visible by 

Partial, plus the following, are made visible in the 
window: 

Tab (■*) 

Space (.) 

Word displays the tab arrow symbol and the 
space dot symbol at the left end of the white 
space they represent. 

When you choose Complete, leader characters for 
tabs are not displayed on the screen, but will still 
print. 


printer display: 

Yes Line breaks in the document are made with respect to 

the printer specified in the Print Options “printer” 
field. Because the visual accuracy of paragraph align¬ 
ment is reduced when this display option is used, it 
should be used only to review where line breaks will 
occur. 

No The document alignment appears as it would if printed 

on a printer set for a 10-pitch font; or, if response in 
“measure” field is PI2 or Pt, it appears as it would if 
printed on a printer set for a 12-pitch font. 

menu: 

Choose No to turn off the menu. The command menu shrinks 
from four lines to one. To make the menu reappear, press Esc or 
click either mouse button while the pointer is in the status line 
(but not on the Help mark). After a command is carried out, the 
menu disappears. The menu also disappears when you choose 
Alpha. 

Messages that need to appear while you are editing will appear 
in place of the status line. As soon as you press a key or click a 
mouse button, the status line reappears. 

default tab width: 

Used to set the distance between preset tab stops. Type measure¬ 
ments in tenths of inches and inches (.8, 1, 1.5). 

measure: 

Sets the unit of measure proposed in all command fields that set 
horizontal measurements. To override the proposed unit of mea¬ 
sure in such a command field (for example, to change inches to 
centimeters), type the measurement number and append the 
abbreviation for the unit you want. 
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In addition to the abbreviations given in this command, you can 
enter two other abbreviations in the command fields that set 
measurements. For inches, you can type double quotation marks 
(”). For vertical measurements only, you can type li (equal to 
12 points). 

In Inches (same as 2.54 cm) 

Cm Centimeters 

P10 10 pitch (10 characters per inch). A plO measure 

equals 1/10 inch. If a 10-pitch font is used, this 
measure corresponds to character positions. PlO 
is equal to 12-point font size. 

P12 12 pitch (12 characters per inch). A pl2 measure 

equals 1/12 inch. If a 12-pitch font is used, this 
measure corresponds to character positions. PI2 
is equal to 10-point font size. 

Pt Points, as used by typesetters. 72 points equal 

1 inch. 

mute: 

Choose Yes to turn off the audible alarm that sounds when Word 
detects errors. 


Print Print 

PRINT: Printer Direct File Glossary Merge Options Queue Repaginate 


These commands print or control the printing of documents. 

Documents can be formatted to look as sophisticated as your 
printer can produce. Word measures document format to 1/1440 
inch (1/20 point). On some printers, including most laser printers, 
Word measures format to 300 dots per inch. If your printer can¬ 
not print all the parts of a format, Word uses the full abilities 
of the printer to print a document as close as possible to the full 
format. When you print the document on a more sophisticated 
printer, you do not need to change the document format. Word 
gives you the best-looking document the printer can produce. 
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Print Direct 


PRINT direct: 

Used to send all keystrokes directly to a printer. Press Esc to can¬ 
cel direct printing. When you press enter, the characters are sent 
directly to the printer specified in the “setup” command field of 
Print Options. Characters are not echoed on the screen, word¬ 
wrap is turned off, and no editing is possible. The characters will 
be printed in the “normal” font or with the current print wheel of 
the printer. 

As an alternative, try printing the text using the Selection option 
in the “range” field of Print Options. 


Print File 

PRINT FILE name: 


Used to store (save) a printer version of a document in a file for 
later printing. The stored file can be printed using a standard copy 
or print utility. 

You typically would use this command if you do not have a 
printer for your computer. Also, if you use the PLAIN.PRD printer 
description file to convert documents to ASCII format, you would 
use this command to store the resulting ASCII file. 

Command Field 

name: 

Type a filename. Word does not add an extension if none is speci¬ 
fied. If the name is an existing file, Word displays the message: 


Print Direct 


Print File 


Enter V to overwrite file 
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Print Glossary 


Print Merge 


Print Glossary 

PRINT GLOSSARY: 


This command prints the contents of the glossary file that is 
currently loaded into Word — usually NORMAL.GLY. 

The glossary name prints flush left. The glossary entry text prints 
on the next line and is indented 0.5 inch. Any indents in the glos¬ 
sary entries are added to the 0.5-inch indent. A page break prints 
as <Page >, and a division break prints as <Division>. 


Print Merge 

PRINT MERGE: 


Used to print multiple versions of a document, such as a form 
letter, by combining the text of a main document with text from 
other files or the keyboard. For an explanation of Print Merge 
features, see Chapter 21, “Creating Form Letters,” in Using 
Microsoft Word. 

Merge Instructions 

These instructions may be inserted into a main document: 


Note Press Ctrl-[ for « Press Ctrl ] for » 

■ «field name» 

Specifies the information to be printed at the location of the 
field name. 

■ «ASK field name = ?» 

«ASK field name = ? specify message» 

Prompts for the text to replace the field name as each copy of 
the document is printed. The second form above prompts with 
your own message. If ASK is used in a main document without 
a DATA instruction, Word continues to print copies as long as 
you type text for the ASK instruction. Press Esc to cancel Print 
Merge when you use ASK without a DATA instruction. 
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■ «DATA document name» 

«DATA header filename, document name» 

Identifies the data document. The header paragraph is taken 
from the header file, if it is specified (second form, above). 
Otherwise, the first paragraph in the data document is read as 
the header paragraph. 

■ «IF field name» text to print «ENDIF» 

«IF field name» text to print «ELSE» alternative text to print «ENDIF» 
If there is an entry for the field name, the text is printed. Oth¬ 
erwise, nothing is printed, or the text after «ELSE» is printed. 

■ «IF field name = "text to match"» text to print «ENDIF» 

«IF field name = "text to match"» text to print «ELSE» alter¬ 
native text to print «ENDIF» 

The text between «IF» and «ENDIF» is printed if the entry 
for the field name is the same as the IF text. Otherwise, noth¬ 
ing is printed, or the text after «ELSE» is printed. 

■ «IF field name matches number» text to print «ENDIF» 

«IF field name matches number» text to print «ELSE» alter¬ 
native text to print «ENDIF» 

The text between «IF» and «ELSE» is printed if the entry for 
the field name compares TRUE with the number (integer 
only). The comparison is performed by > (more than), < 

(less than), and = (equals). Otherwise, nothing is printed, or 
the text after «ELSE» is printed. 

■ «INCLUDE filename.extension» 

Inserts the text of the file into the main document at the point 
of the instruction. If the extension is not .DOC, the filename 
must include its extension. Enter a period if the filename has 
no extension. Instructions may be present in the included files, 
but the included files may not contain the DATA instruction. 

■ «NEXT» 

Reads the next record from the data document for the current 
document rather than for the next copy of the document. 

■ «SET field name = text to print» 

Sets the text to be printed for each occurrence of the field 
name in each copy of the document. All forms of the SET 
instruction can be used in a main document without a DATA 
instruction. 

■ «SET field name : ?» 

«SET field name : ? specify message» 

Prompts for the text to replace the field name before starting 
to print any copies of the document. The second form above 
prompts with your own message. 
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Print Options 


Print Options 


PRINT OPTIONS printer: 

draft: VestNo) queued: Vest No) copies: 1 

range:(All)Selection Pages page nuwbers: 

feed: Manual(Continuous)Binl Bin2 Bin3 Mixed 
widow/orphan control:(Ves)No setup: LPT1: 


Used to review or set options that control printing. 

When you quit, Word records the responses in the following com¬ 
mand fields: 

■ printer 

■ draft 

■ feed 

■ widow/orphan control 

■ setup 

Command Fields 

printer: 

Name of printer description file (.PRD extension). A list of printer 
names on the disk is available. The response in this command field 
is used by the Print Printer, Print File, Print Merge, and Print 
Repaginate commands; by the “printer display” command field of 
the Options command; and by the “font name” and “font size” 
command fields of the Format Character command. See the file 
PRINTERS.DOC on the Word Printer disk for a list of the printers 
that have .PRD files on the Printer disk or Utilities disk. 

draft: 

Choose Yes to print the document without character formats such 
as bold or italic. On dot matrix printers, microspace justification is 
not used. On impact printers, font changes have no effect. The 
draft option provides a way to print a preliminary copy of your 
document at top speed, accurately printing line and page breaks. 

queued: 

Choose Yes to continue working while Word prints a document. 
For “queued” printing to work, enough space must be available on 
the Word disk for a large temporary file to hold the queued print¬ 
out. After you choose Yes, you can control queued printing with 
the Print Queue command. 
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copies: 

Word prints an entire copy first, then repeats for each copy 
requested. 

range: 

Used to print all or part of a document. 

All Prints all of the document 

Selection Prints only the selected text 

Pages Prints the pages entered in the “page numbers” 

field. 

page numbers: 

Type numbers for a range of pages separated by a colon (:) 
or hyphen (—). For example, type 3-5 to print pages 3, 4, and 3. 
Separate individual pages by commas (,). For example, type 
3,5,12 to print pages 3, 3, and 12. 

You can type both individual pages and ranges of pages together. 
For example, 3-5,11 prints pages 3, 4, 5, and 11. 

You can also type individual pages or a range of pages in page and 
division notation. For example, 3D1,5D1,12D1-5D2 would print 
pages 3 and 3 of division 1 and also the range of pages from page 
12 of division 1 to page 5 of division 2. 

feed: 

The feed options feed paper through the printer either continu¬ 
ously or in sheets. If the printer has multiple-sheet feed, indicate 
from which bin to feed paper. 

Manual Printer stops at the end of every page. Word waits 

for you to insert another sheet of paper and press 
Y to continue. 

Continuous Printer prints continuously until the end of the 
document. 

Binl Printer feeds paper from bin 1 for all pages 

printed. 

Bin2 Printer feeds paper from bin 2 for all pages 

printed. 

Bin3 Printer feeds paper from bin 3 for all pages 

printed. 

Mixed Printer feeds the first page from bin 1 and all 

other pages from bin 2. 
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Print Printer 


widow/orphan control: 

The proposed response is Yes. Word checks automatically to 
prevent widow and orphan lines (single lines left at the top and 
bottom of pages). Choose No to indicate that you don’t wish to 
prevent widow and orphan lines. You would use the No option, 
for example, if you always need to have a specific number of 
lines on a page. 

setup: 

Enter one of the following output port designations: 

LPT1: LPT2: LPT3: COM1: COM2: 


You must include the colon. Word will accept no other entries in 
this command field. To use COM1 or COM2, you must also set up 
the communications port with the correct DOS MODE command. 
For more information, see Appendix B, “Additional Setup 
Information.” 


Print Printer 

PRINT PRINTER: 


Used to print the active document. The Print Printer command 
uses all the responses in the Print Options command to print the 
document. 

To cancel printing, press Esc. Word stops printing and displays 
the message: 


Enter V to continue or Cancel 


If you press Esc again, Word advances the paper to the top of the 
next sheet and returns to the Edit menu. 

To stop queued printing, use the Print Queue command. 

If a printer error occurs during printing, Word displays the 
message: 


Printer not ready 
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followed by the message: 


Enter V to continue or Cancel 


Print Queue 

PRINT QUEUE: Continue Pause Restart Stop 


Used to control printing of any document for which you’ve 
chosen Yes in the “queued” command field of Print Options. Print 
Queue lets you pause, continue, restart, and stop printing without 
leaving Word. 


PRINT QUEUE CONTINUE: 


Used to continue queued printing after Print Queue Pause. 


PRINT QUEUE PAUSE: 


Used to halt printing temporarily. 


PRINT QUEUE RESTART: 


Used to restart queued printing from the beginning of the 
document. 


PRINT QUEUE STOP: 


Print Queue 


Used to cancel queued printing. 
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Print Repaginate 


Print Repaginate 

PRINT REPAGINATE confirw page breaks: Ves No 


Used to repaginate a document. 

The document is not printed, but all the page breaks are changed 
to reflect the current document instead of the last printed version. 
Page breaks are the places where new pages start when you print 
a document. Print Repaginate can be used to update page breaks 
so that correct page status information appears in the status line. 

Word calculates page breaks that change if necessary after you 
revise the document. When you insert a page break yourself, the 
page break is permanent, meaning Word starts a new page at that 
place regardless of how much you revise. 

Command Field 

confirm page breaks: 

If you choose Yes, Word asks you to confirm each page break. 
Word will switch to printer display. By switching to printer 
display, Word is able to show you the first character of the new 
page in a highlight at the beginning of a line. When Word is fin¬ 
ished repaginating, the display returns to the way it was when you 
chose Print Repaginate. 

If you choose Yes, you will also see the message: 


Enter Y to confiwi or use direction keys 


■ To confirm the position of the proposed page break, press Y. 

■ If the page break is not where you want it, press the up key to 
move the page break up. If you move the page break higher 
than you wanted to, press the down key. You cannot move the 
page break lower on the page than the line Word proposes. 
When the page break is where you want it, press Y to insert a 
page break (the same as pressing Ctrl-SHIFT-ENTER while typing 
or revising a document). 

■ If after moving the highlight, you decide after all that you want 
to accept the page break Word proposed rather than insert a 
different page break, move the highlight back to the original 
line Word proposed (press the down key until the highlight 
stops going down), then press Y. 
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■ Press Esc at any time to cancel. 

Word calculates a page break and starts formatting the next page. 

If during repagination Word finds a page break you inserted your¬ 
self, you see the message: 

Enter Y to confine or R to renove 


■ Press Y (for Yes) to confirm that you want the page break 
where it is. 

■ If the page break is not where you want it, press R to remove 
the page break and to repaginate the current page. You can 
then move the new page break up if you don’t like where 
Word places it. 

■ Press Esc at any time to cancel. 


Choose No to repaginate the document without confirmation. 


Quit 

quit: 


Used to end a session and exit Word. 

If you saved all your changes to Word documents, style sheets, 
and glossaries, Quit ends the Word session. If a document, glos¬ 
sary, or style sheet has unsaved changes, Word displays one or 
more of the following messages: 


Enter Y to save, N to lose edits, or press Esc to cancel 


Enter Y to save glossary, N to lose edits, or Esc to cancel 


Quit 


Enter Y to save style sheet, N to lose edits, or Esc to cancel 





■ Press Y to save the documents, glossaries, or style sheets 
before the Word session ends. 

■ Press N to discard unsaved changes. 

■ Press Esc to cancel Quit. 


When the work session is ended, you return to the DOS prompt. 
To save without quitting Word, choose Transfer Save (for a docu¬ 
ment), Transfer Glossary Save (for a glossary), or Gallery Transfer 
Save (for a style sheet). 

Word records some of the settings in Options, Print Options, and 
Window Options, and puts them into effect in the next Word ses¬ 
sion. Word records the settings in the following fields*. 


Options 

visible 

printer display 
menu 

default tab width 

measure 

mute 


Print Options 

printer 

draft 

feed 

widow/orphan 

control 

setup 


Window Options 
(for window #1) 

show hidden text 
background color 
style bar 
ruler 


Quit also records: 

■ The name of the document in window # 1 

■ The default directory (set with Transfer Options) 

■ The document’s position in the window 

■ The document’s read-only status 

■ Whether overtyping was on or off 


If you start Word with the /L switch, the document is retrieved 
(loaded) automatically, and the default directory named in 
Transfer Options is set. For instructions for starting Word, see 
Chapter 1, “Setting Up and Starting Word,” in Using Microsoft 
Word . The options are recorded in the file MW.INI. 

Note MW.INI files created with versions of Word prior to 3.0 
will not work with Word 3-0. You need to reset your options 
using Word 3 0. These options will be recorded when you quit 
Word. 
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Replace 

REPLACE text: with text: 

confirn:(Ves)No case: Yes(No) whole word: Yes(No) 

Used to search for and replace specified text. Replace searches for 
the text in the “text” field and replaces it with the text in the 
“with text” field. 

You can also search for and replace unspecified and special char¬ 
acters. You can use the question mark (?) to match any single 
character. For example, Wo?d as search text finds Word , Wood , or 
Wold. You cannot use the question mark in this way in the “with 
text” command field. If you enter a question mark there, Word 
inserts a question mark during replacement. 

You can also search for and replace text with special characters, 
which are not letters, numbers, or punctuation. To enter special 
characters, you precede one of the following characters with a 
caret ( A ). 

Character Meaning 

A w White space. Searches for any number and combi¬ 

nation of spaces, tab characters, nonbreaking 
spaces, newline characters, paragraph marks, divi¬ 
sion marks, and manually inserted page break 
characters. The A w special character cannot be 
used in the “with text” command field. 

A s Nonbreaking space 

A t Tab character 

A p Paragraph mark 

A n Newline character 

A - Optional hyphen (For additional information, 

see below.) 

A d Division mark or page break character 


If you precede any other character with the A symbol, Word takes 
that character at face value. For example, for V Word searches 
for a question mark. For AA Word searches for a caret ( A ). 

If the search text does not contain optional hyphens, Word finds 
all matching text, including text containing optional hyphens. If 
the search text includes optional hyphens, their positions must 
exactly match the positions of the optional hyphens in the 


Replace 






document text. For example, if your search text is type-writer 
Word finds only type-writer (that is, type optional hyphen writer ), 
but not typewrit er , nor type writer when the hyphen is a normal 
or nonbreaking hyphen. 

The direction of the replace is always toward the end of the 
document. 

■ If the selection is a single character, then Word replaces from 
the selected character to the end of the document. 

■ If the selection covers more than one character, then Word 
replaces only within the selected text. 


When the replacements have been made, Word returns to the text 
that was highlighted when the Replace command was carried out. 
The total number of replacements appears in the message line. For 
example: 


12 replacenents wade 


Command Fields 

text: 

Search text can be up to 40 characters long. You can also search 
for unspecified and special characters. For more information, see 
the discussion above. The text for the most recent search or 
replace is the proposed response. 

with text: 

Replacement text can be up to 40 characters long. You can also 
replace text with special characters. For more information, see the 
discussion above. The text for the most recent replace is the pro¬ 
posed response. 

confirm: 

If you choose Yes, Word asks you to confirm each replacement. 

■ Press Y (for Yes) to replace. 

■ Press N (for No) to prevent replacement and to search for the 
next occurrence. 

■ Press Esc at any time to cancel. 


Choose No to replace text without confirmation. 
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case: 

Yes Searches for text with exactly the same combination of 

uppercase and lowercase letters as the search text and 
replaces this text with the replacement text. 

No Ignores capitalization during the search. If the initial 

letter or all the letters in the matching document text 
to be replaced are uppercase, Word keeps the same 
uppercase and lowercase configuration. For example, if 
the and one are the search and replacement text, then 
Word replaces the with one , The with One , and THE 
with ONE. But tHe is replaced with one. 

whole word: 

Yes Finds the search text only if it is an entire word, that is, 

if it has leading and trailing word breaks (spaces, punc¬ 
tuation, and tabs). 

No Finds the search text, even if it’s embedded in other 

text. 


Search 


SEARCH text: 

direction: llp(Down) case: Ves(No) whole word: Ves(No) 


Used to search a document for the nearest occurrence of specified 
text. Searches for text that matches the “text” field and if found, 
selects the text. The search begins after the selected text for a 
“Down” search or before the selected text for an “Up” search. 

You can also use Search to extend the highlight by pressing F6, 
then typing in the “text” field the last part of the text you wish 
to select. If the search stops too soon, press shift-F4 to repeat 
the Search command. 

Command Fields 

text: 

Search text can be up to 40 characters long. You can also search 
for special characters. See the discussion under the Replace com¬ 
mand for the details. The text for the most recent search or 
replace is the proposed response. 


Search 
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direction: 

Up Searches from the selected text toward the beginning 

of the document. 

Down Searches from the selected text toward the end of the 
document. 

case: 

Yes Searches for text that has exactly the same combination 

of uppercase and lowercase letters as the search text. 

No Ignores capitalization during the search. 

whole word: 

Yes Finds the search text only if it is an entire word, that is, 

if it has leading and trailing word breaks (spaces, punc¬ 
tuation, and tabs). 

No Finds the search text, even if it’s embedded in other 

text. 


Transfer Transfer 

TRANSFER: Load Save Clear Delete Merge Options RenaMe Glossary 


These commands act on entire documents, the glossaries, and the 
file system. 

Most Transfer commands have a “filename” field for the name 
of a document. You can type a filename or choose a name from 
a list (directory). A filename can include drive or directory 
specifications. 

You can add a three-character extension to a filename. If you add 
none, Word assumes the following extensions: 

For Extension 

Transfer Load DOC 

Transfer Save DOC 

Transfer Merge .DOC 

Transfer Delete none 

Transfer Rename DOC 

Transfer Glossary .GLY 
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If the list of files you want to see is not in the current drive or 
directory, include a correct drive or directory name. The list nor¬ 
mally shows all appropriate filenames. To see only the names that 
match a particular pattern, type the pattern before requesting the 
list. To make a filename pattern, use the asterisk (*) and the ques¬ 
tion mark (?) in place of some of the characters in a filename. The 
asterisk can replace several characters, the question mark only 
one. For example, the pattern ??? displays all names that contain 
exactly three characters, and the pattern m* displays all names 
that begin with the letter m. To see all files, type the pattern *. * 
then press the right key. 


Transfer Clear 

TRANSFER CLEAR: All Window 


Used to clear a window or the whole screen, usually in order 
to start a new document. 

If there are unsaved changes to the documents you have in the 
window to be cleared, Word displays the message: 


Enter V to save, N to lose edits, or Esc to cancel 


Press Y to save the changes to the document, N if you don’t want 
to save them, or Esc to cancel the Transfer Clear command. 


TRANSFER CLEAR ALL: 


Clears the entire text area of all windows, text, glossaries, and 
style sheets; closes all files; reduces .TMP files (where Word 
stores your revisions until you save them); and erases the scrap. 
Using Transfer Clear All is like starting up Word again. 


TRANSFER CLEAR WINDOW: 


Clears the contents of the specified window. If there is only one 
window, this window will be cleared. 


Transfer Clear 
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Transfer Delete 


Transfer Glossary 


Transfer Delete 

TRANSFER DELETE filename: 


Used to delete a file from a disk. 

Useful for making room for new files on a full disk. You can delete 
only files that have not been retrieved (loaded) or saved during 
the current session. If you attempt to delete a file that was 
retrieved or saved during the current session, or any temporary 
file needed by Word, Word cancels the command and displays the 
message: 


Cannot delete file 


To delete a document that was open during the current session, 
first choose Transfer Clear All, and then Transfer Delete. 

Command Field 

filename: 

A list of filenames is available. See the Transfer command for 
details about filenames. The filename must include its extension. 


Transfer Glossary 

TRANSFER GLOSSARY: Herge Save Clear 


Offers commands that act on an entire glossary file. 

The Transfer Glossary commands operate much like the Transfer 
Merge, Transfer Save, and Transfer Clear commands, except that 
they apply only to glossary files. 

When Word starts up, it retrieves (loads) the glossary file 
NORMAL.GLY. This file is useful for storing glossary entries you 
use during most sessions because the text is immediately available 
at startup. 
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Transfer Glossary 
Clear 

TRANSFER GLOSSARY CLEAR names: 


Transfer Glossary Clear 


Used to remove a glossary name or to clear all glossary names 
in Word. Word asks you to agree to clearing of the specified 
glossary names. 

Command Field 

names: 

A list is available. The proposed response is always a blank com¬ 
mand field. Leave it blank to clear all glossary names. Separate 
multiple names with commas. If you enter an undefined name, 
Word displays the message: 


Glossary nane not defined 


Word waits for you to revise the response or cancel. 


Transfer Glossary Merge 

TRANSFER GLOSSARY MERGE filename! 


Transfer Glossary 
Merge 


Used to combine glossaries from a disk file with glossaries already 
in Word. 

If any of the glossary names from the file are the same as any of 
the names already in Word, the contents of the names from the 
file replace the contents of the names already in Word. If the glos¬ 
sary file cannot be found, Word displays the message: 


Not a valid file 


Command Field 

filename: 

A list is available. Word assumes the extension .GLY. 
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Transfer Glossary 
Save 


Transfer Load 


Transfer Glossary Save 

TRANSFER GLOSSARY SAVE filenane: 


Used to save a glossary. When you quit Word, the glossaries are 
not saved automatically. To store them for later use, choose 
Transfer Glossary Save. 

Command Field 

filename: 

A list is available. Word assumes the extension .GLY. 


Transfer Load 


TRANSFER LOAD filename: 


read only: Yes(No) 


Used to retrieve (load) a document to an active window. 

After a document is retrieved, Word displays the total number of 
ASCII (alphanumeric, tab, and carriage return) characters in the 
document and the total number of bytes free on the disk. If Word 
cannot find the file, you see the message: 


Enter Y to create file 


You can confirm or cancel the command. A list of document files 
is available. 

Unformatted ASCII text files created by other programs can be 
loaded into Word. For information on preparing documents from 
other programs for Word, see Appendix C, “Preparing Documents 
for Exchange,” and Appendix D, “Changing File Formats.” 





Command Fields 

filename: 
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The list shows only those filenames with the extension .DOC. 

For more information about filenames, see the Transfer command. 

read only: 

Yes You can view the document, but you cannot revise it. 

No You can revise the document. 


Transfer Merge 

TRANSFER MERGE filename: 

Used to combine two documents. The text from the disk is 
inserted in front of the highlight. 

Command Field 

filename: 

A list is available. For more information about filenames, see the 
Transfer command. 


Transfer Options 

TRANSFER OPTIONS setup! 

Used to view or change the document drive or directory setting. 

For systems with two floppy disk drives, Word starts with drive B 
as the document drive. 

Command Field 

setup: 

Type a drive or directory pathname. 


Transfer Merge 


Transfer Options 
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Transfer Rename 


Transfer Save 


Transfer Rename 

TRANSFER RENAME filenaHe: 

Used to rename the active document. The new document name 
appears in the status line. 

Command Field 

filename: 

If the new name is the name of a file already on the current disk, 
Word cancels the command and displays the message: 


Cannot renawe file 


Transfer Save 

TRANSFER SAKE filenane: fornatted:(Ves)No 

Used to save a document. 

After the document is saved, Word displays the total number of 
ASCII (alphanumeric, tab, and carriage return) characters in the 
document and the total number of bytes free on the disk. After 
the save is finished, you can continue to revise. If a document is 
saved with the same filename on the disk it was retrieved from, 
the old version of the document is retained as a backup file with 
the extension BAK. 

Command Fields 

filename: 

.DOC is supplied automatically if no extension is entered. For 
more information about filenames, see the Transfer command. 

If you enter the name of another document on the disk, Word 
displays the message: 


Enter V to overwrite 
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If you enter a new name, Word stores the document under 
the new name and displays the new name in the status line. 

The earlier version of the document will still exist under 
its original name. 

formatted: 

Yes Word stores the document with its formatting. 

No Word stores the document text as a standard ASCII file 

without any formatting information. Unformatted Word 
files contain only alphanumeric, tab, carriage return, 
and linefeed characters. You can use unformatted files 
as input to another program that expects ASCII text 
only. Note that the text has carriage returns only at the 
end of each paragraph. For an alternative, see Appendix 
C, “Preparing Documents for Exchange.” 


Undo 

Used to reverse the latest revision, including Undo itself. Undo 
restores the document to the way it was before the latest text or 
formatting change. See the list below for the commands Undo can 
and cannot reverse. 

Undo These commands 


Can reverse Alpha 

Copy 
Delete 
Format 
Insert 

Library Autosort 
Library Hyphenate 
Library Index 
Library Number 
Library Table 
Name 
Replace 
Transfer Merge 
Undo 


Undo 





Undo 


These commands 


Cannot reverse Gallery (choose Exit to return to document) 
Help (choose Resume to return to document) 
Jump 

Library Run 

Library Spell 

Options 

Print 

Quit 

Search 

Transfer commands (except Transfer Merge) 

If you are undoing a change that added text, Undo deletes the text 
and highlights the first character following the deletion. If you are 
undoing a change that deleted text, Undo inserts the text and 
highlights it. You can also undo changes made with the Format 
and Replace commands. Undo restores to the scrap the text it 
contained before the latest change. Undo toggles between the 
“before” and “after” view of a change. 

If no editing changes have been made, Word displays the message: 


No edit to Undo 


The exact effect of Undo depends on the last change, as explained 

in the following table. 

Last Change Effect on Document 

Typing or inserting text The text disappears from the 

document. The space is closed 
up. The scrap is unchanged. 

Deleting text The deleted text reappears in 

the document. The previous 
contents of the scrap are 
restored. 

Backspacing over text No effect unless typing text 

preceded its use. If your last 
action was typing, backspacing 
is considered part of the typing, 
and Undo undoes the typing 
rather than the backspacing. 
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Last Change 

Moving text with mouse 

Copying text 

Copying text with mouse 

Replacing text with Replace or 
SHIFT-IllS 

Formatting and copying 
formatting 

Merging with Transfer Merge 
and Transfer Glossary Merge 

Hyphenating with Library 
Hyphenate 

Sorting with Library Autosort 

Numbering with Library 
Number 


Library Table 
Library Index 
Undoing a change 


Effect on Document 

The moved text returns to its 
original place. 

The previous contents of the 
scrap are restored. 

The copied text returns to its 
original place. 

The replacements disappear. 

The text that was replaced 
reappears. 

Text returns to the formatting 
it had before the Undo. 

The merged text is removed. 
The merged glossary names and 
entries are removed. 

Hyphens that were inserted are 
removed. 

The sort is undone, and moved 
text returns to its original 
place. 

If numbers were added, they 
are removed. If numbers were 
changed, they change back. If 
numbers were removed, they 
are restored. 

The table created is removed. 
The index created is removed. 

Undo is reversed. The change is 
made again. 


Window 

MINDOM: Split Close Hove Options 


Presents a choice of window operations: splitting windows, 
closing windows, moving window borders to change the size 
of a window, or setting window options. 


Window 
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Window Close 


Window Move 


Window Close 

NINDON CLOSE: window nuwber: 


Used to close a window. 

Command Field 

window number: 

The proposed response is the number of the active window. If 
this is the only window displaying a document with unsaved edit¬ 
ing changes, Word displays the message: 


Enter V to save, N to lose edits, or Esc to cancel 


Press Y to save the changes to the document, N if you don’t want 
to save them, or Esc to cancel the Window Close command. 


Window Move 

WINDOW MOUE lower right corner of window Hi to row: column: 


Used to move window borders to change the size of a window. 
Common (shared) window borders change together. For windows 
on the bottom and right edges of the screen, move the borders of 
the neighboring windows (see the following figure). 

Windows can be shrunk until they show only one character. The 
minimum-size window still includes space for the selection bar 
and the style bar. 

If you choose No in the “menu” command field of the Options 
command, three rows at the bottom of the screen become avail¬ 
able to display text. To prevent covering over a window com¬ 
pletely in case you switch the “menu” command field back to Yes, 
you cannot shrink a window into these last three rows. 

For information on how to use the direction keys to move win¬ 
dow borders, see Chapter 10, “Windows: Two Views at Once,” in 
Using Microsoft Word . 
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Command Fields 

window #: 

The number of the active window is the proposed response. 

If you choose a window that borders the bottom or right 
edge, Word cancels the command. 

to row: 

Type the row number you want to move the border to. If you 
type a number larger than the distance available, Word moves the 
border as far as it can. 

column: 

Type the column number you want to move the border to. If you 
type a number larger than the distance available, Word moves the 
border as far as it can. 



24.1 Choosing Which 
Borders to Move 
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Window Options 


Window Options 

WINDOW OPTIONS window nunbep: outline: Yes(No) show hidden text: Yes(No) 

background color: style bar: Yes(No) ruler: Yes(No) 

Used to review and set options for windows. 

Command Fields 

window number: 

The active window is the proposed response. 

outline: 

The proposed response is No, which gives you normal document 
view. Choosing Yes changes the window to outline view. You can 
control how much of the document you see — you can show the 
expanded document with all the document text, or you can show 
as many levels of headings as you like. 

For information on how to use outlining, see Chapter 15, “Outlin¬ 
ing with Word,” in Using Microsoft Word. 

show hidden text: 

Choose Yes to display hidden text on the screen. When hidden 
text is shown, it is distinguished from other text by dotted under¬ 
lines. You can format or edit it like other text. If you print the 
document with Yes chosen, hidden text will print. 

You use hidden text to embed notes (annotations), table of con¬ 
tents entry commands, and index entry commands. When hidden 
text is shown, it is counted in the pagination of your document, 
so be sure to choose No before you choose any command that 
paginates (such as Library Table or Library Index) or before you 
print your final document. 

background color: 

The background of a window is the color the text appears on, 
the equivalent of paper for printed text. You can ask Word for a 
list of the color numbers, each of which will appear beside a 
swatch of its color. 
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style bar: 

Choose Yes to activate the style bar. The style bar appears along 
the left window border and displays the Alt-key combinations for 
the paragraph styles assigned to the paragraphs in the window, 
and the code that represents the placement of a running head. 

Each window can have a style bar turned on. The style bar is 
always two characters wide when it is on. The symbols that 
appear in the style bar are: 

This symbol Represents 

blank A paragraph that has no style assigned to it, or 

a paragraph style that has no key code set. 

1—2 characters The key code used with Alt to assign the style. 

* (asterisk) A paragraph style that is not defined on the 

attached style sheet. 

b Running head for the bottom of both odd- and 

even-numbered pages; may include first page. 

be A running head for the bottom of even-num¬ 

bered pages. 

bf A running head for the bottom of the first page 

only of the division. 

bo A running head for the bottom of odd-num¬ 

bered pages. 

t A running head for the top of both odd- and 

even-numbered pages; may include first page. 

te A running head for the top of even-numbered 

pages. 

tf A running head for the top of the first page 

only of the division. 

to A running head for the top of odd-numbered 

pages. 

ruler: 

Choose Yes to display the ruler. When you use this command to 
turn on the ruler, it stays on until you choose No to turn it off. 
You can also control the ruler with the mouse by clicking the left 
button in the upper-right corner of the window to turn it on, and 
both buttons to turn it off. 
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Window Split 


Window Split 
Footnote 


Window Split 

WINDOW SPLIT: Horizontal Vertical Footnote 

Used to open a new window. When you split a window, the new 
window displays part of the document that is in the old window. 
The new window displays the selected text, which is the same 
text that was selected in the old window. If you wish, however, 
you can open a new blank window. 

Moving from window to window moves the highlight. When you 
return to a window, Word remembers where the highlight was 
when you left the window and selects that same text again. 

Revisions to a document in one window apply to all the windows 
that display that document. 

You can open up to eight windows. The screen space for every 
window must be large enough to display the borders, the selec¬ 
tion bar, the style bar, and at least one character. 

No window splits are allowed in the three additional rows that 
appear when you choose No in the “menu” command field of the 
Options command. 


Window Split Footnote 

WINDOW SPLIT FOOTNOTE at line: 


Used to open a window for viewing footnotes. A footnote window 
is associated with the document window it is split from. Footnote 
windows display only the text of footnotes whose reference marks 
are visible in the associated document window. You can scroll, 
enter, and revise footnote text in a footnote window as you would 
in a document window. 

If you try to open another window either in a document window 
with a footnote window or in any footnote window, Word cancels 
the command and displays the message: 


Not a valid window split 






Command Field 

at line: 
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The first line of each window is line 1, regardless of where the 
line is located in the text area. See Window Split for a description 
of the minimum space every window requires. For information on 
how to use up and down to choose a line number, see Chapter 10, 
“Windows: Two Views at Once,” in Using Microsoft Word. 


Window Split Horizontal 

WINDOW SPLIT HORIZONTAL at line: clear new window: Yes(No) 


Used to split the active window horizontally. The new window 
is the one below the split. It is given the next unused window 
number and becomes the active window. 

Command Fields 

at line: 

The first line of each window is line 1, regardless of where the 
line is located in the text area. See Window Split for a description 
of the minimum space every window requires. For information on 
how to use up and down to choose a line number, see Chapter 10, 
“Windows: Two Views at Once,” in Using Microsoft Word. 

clear new window: 

Choose Yes to open a new empty document window. The pro¬ 
posed response is No, which opens a window containing the same 
document as the old window. 


Window Split Vertical 

WINDOW SPLIT VERTICAL at column! clear new window: Yes(No) 


Window Split 
Horizontal 


Window Split Vertical 


Used to split the active window vertically. The new window is to 
the right of the split. It is given the next unused window number. 





Word allows a maximum of two vertical splits. If you attempt a 
third vertical split, Word cancels the command and displays the 
message 


Not a valid window split 


Command Fields 

at column: 

The first column of each window is column 0 (zero), regardless 
of where the column is located in the text area. See Window Split 
for a description of the minimum space every window requires. 
For information on how to use RIGHT and LEFT to choose a column 
number, see Chapter 10, “Windows: Two Views at Once,” in 
Using Microsoft Word. 

clear new window: 

Choose Yes to open a new empty document window. The pro¬ 
posed response is No, which opens a window containing the same 
document as the old window. 




Gallery Menu Commands 


This section describes the Gallery menu commands. All of these 
commands, except Exit and Name, have corresponding commands 
on the Edit menu. The Gallery menu commands function the same 
as the Edit menu commands, with these exceptions: 

■ The commands affect style sheets instead of documents. 

■ Copy, Delete, and Insert do not have access to the glossary. 

■ Insert can insert style names as well as the scrap. 


Because of similarities between the Gallery menu and Edit menu 
commands, you may want to look at the Edit menu descriptions 
for additional information. 


Copy Copy 

Used to copy the selected style to the scrap. Select the style 
before choosing Copy. The copied style replaces the contents 
of the scrap. 


Delete Delete 

Used to remove the selected style from the style sheet and 
place it in the scrap. Select the style before choosing Delete. 

The deleted style replaces the contents of the scrap. 
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Exit 


Format 


Format Character 


Exit 

EXIT: 


Used to exit the Gallery and return to the Edit menu and typing 
mode. The scrap is cleared. Your documents are the way you left 
them when you entered the Gallery. 

If the style sheet in the Gallery has unsaved revisions and the style 
sheet is not attached to a document in Word, Word asks you to 
confirm losing the revisions. If the style sheet has duplicate key 
codes or duplicate usage-variant combinations, Word displays an 
appropriate message and highlights one of the duplicate styles. 

After revising an unattached style sheet, you choose Exit, then 
Gallery to return to the style sheet attached to the active 
document. 


Format 

Used to define the selected style. Format presents only the 
choices that apply to the usage of the selected style. 

Usage Choices 

Character Format Character command fields 

Paragraph Format Character, Format Paragraph, Format Tabs 

Choosing a subcommand reveals the appropriate 
command fields. 

Division Format Division command fields 


Format Character 


FORMAT CHARACTER bold: Yes(No) 
strikethrough: Yes(No) 
double underline: Yes(No) 
font nane: 


italic: Yes(No) underline: Yes(No) 

uppercase: Yes(No) snail caps: Yes(No) 
position: Norwal(Superscript)Subscript 
font size! hidden: Yes No 


Used to view or set the definition for a character usage or para¬ 
graph usage. For paragraph usages, Format Character defines 
standard characters for paragraphs assigned the style. 
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Command Fields 

bold: 

italic: 

underline: 

strikethrough: 

Choose Yes to give characters the above formats. 

uppercase: 

Yes Lowercase letters are shown and printed in uppercase. 

No Characters typed in lowercase are shown and printed 

in lowercase. 

small caps: 

Yes Lowercase letters are shown and printed in uppercase, 

but in a smaller font size. Uppercase characters are 
shown in uppercase, in their normal size. 

No Characters typed in lowercase are shown and printed 

in lowercase. 

double underline: 

Choose Yes to give the characters this format. 

position: 

Normal Characters are shown and printed at the usual 

line level. 

Superscript Characters are shown and printed above the usual 
line level. 

Subscript Characters are shown and printed lower than the 

usual line level. 

font name: 

Enter a printer-specific font name from the list of names available, 
or a generic font name. The list shows font names specific to the 
printer choice in Print Options. The proposed response is either 
a printer-specific font name or a generic font name. For a list of 
generic font names see Printer Information for Microsoft Word. 

font size: 

Type the font size in points. The list shows printer-specific font 
sizes. 
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Format Division 


Format Division 
Layout 


hidden: 

If Yes is the proposed response, the selected text has hidden text 
format. If you select text and choose Yes, hidden text format is 
applied to the text. If No is the proposed response, the selected 
text does not have hidden text format. If you select text and 
choose No, hidden text format is removed from the text. 

To view or print hidden text, you need to choose Yes in the 
“show hidden text” field of the Window Options command. 


Format Division 


FORMAT DIVISION: Margins Page-niwbers Layout 


Used to view and set page formatting for a division. A division is a 
section of a document. The pages in a division all have the same 
page format. 

To start a new division, press Ctrl-ENTER. For information about 
adding divisions to a document and formatting divisions, see 
Chapter 14, “Page Formatting,” in Using Microsoft Word. 


Format Division Layout 


FORMAT DIVISION LAYOUT footnotes:<Sahe-pase)End 

niwber of coluwns: 1 space between colimns: 0,5" 
division break:(Page)Continuous Coluwn Even Odd 


Used to control where footnotes print in a division, to format a 
page to print newspaper-like columns, and to control how pages 
and columns break during printing. 

Command Fields 

footnotes: 

Choose Same-page to print footnotes on the same page (or in the 
same column for multiple columns) as their reference marks. 
Choose End to print footnotes at the end of the division. 

number of columns: 

Number of columns per page. 
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space between columns: 

Measurement between columns in inches. To enter a different 
unit of measure, type the unit after the number; for example, 2 
cm or 3 pt. 


division break: 

Where the new division format takes effect. 


Page 

Continuous 


Column 


Even 

Odd 


Starts a new page. 

New format does not start until the next page. 

But when necessary to fill the existing page, 

Word uses text from the next division. 

Starts in a new column (or a new page when only 
one column is specified in “number of columns”). 
Pressing Ctrl-ENTER starts a new column. 

Starts on an even-numbered page (leaves a blank 
page if necessary). 

Starts on an odd-numbered page (leaves a blank 
page if necessary). 


Format Division Margins 


Format Division 
Margins 


FORMAT DIVISION MARGINS top: 1" tottow: 1" 
page length: 11" width: 8,5" 
running-head position froh top: 0,5" 


left: 1,25" right: 1.25" 
gutter Margin: 0" 
froM Lotton: 0,5" 


Used to control the size of the text area when you print, and to 
tell Word about the size of your printer paper. You can also con¬ 
trol the vertical position of running-head text with the Format 
Divisions Margins command. For more information about running 
heads and adjusting a running head’s printing position, see 
Chapter 14, “Page Formatting,” in Using Microsoft Word. 

Command Fields 

top: 

Measurement is from the top of the sheet to the top of the first 
line of document text. 

bottom: 

Measurement is from the bottom of the sheet to the base of the 
bottom line of document text. 
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Format Division 
Page-numbers 


left: 

Measurement is from the left edge of the sheet to the left edge 
of the document text with zero left indent. 

right: 

Measurement is from the right edge of the sheet to the right edge 
of a full line of document text with zero right indent. 

page length: 

Measurement of page length can be in inches, points, or lines 
(22-inch maximum). 

width: 

Measurement of page width can be in any unit except lines (22- 
inch maximum). See the “measure” field in the Options command, 
Edit menu. 

gutter margin: 

Measurement here increases inside margin (for binding, for 
example). 

running-head position from top: 

Measurement is from the top of the sheet to the top of the text in 
the first line of the running head. Used for a running head that 
prints at the top of the page. 

from bottom: 

Measurement is from the bottom of the sheet to the top of the 
text in the first line of the running head. Used for a running head 
that prints at the bottom of a page. 


Format Division Page-numbers 

FORMAT DIVISION PAGE-NUMBERS: Ves(No) fron top! 0.5" fron left: 7.25" 

nimbering^Continuous)Start at: nimber fornat:(1)1 i A a 


Used to add page numbers to a division, to assign them a format, 
and to control where they print. 
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Command Fields 

PAGE-NUMBERS: 

Choose Yes to tell Word to print page numbers according to the 
following five command fields. First page of division is numbered. 
The page number does not print if you specify a running head for 
the space where the page number would appear. For information 
about how to include page numbers in running heads, see Chapter 
14, “Page Formatting,” in Using Microsoft Word. 

from top: 

Measurement is from the top of the sheet to the top of the page 
number. 

from left: 

Measurement is from the left edge of the sheet to the left edge of 
the page number. 

numbering: 

Continuous Continue from the last page number of the previ¬ 
ous division. 

Start Page numbers start at the number entered in the 

“at” field. 


at: 

Type a number for the first page of a division. 

number format: 

Word prints the page number as one of the following: 

1 Arabic numerals (1, 2, 3, 4, . . .) 

I Roman uppercase numerals (I, II, III, IV, . . .) 

i Roman lowercase numerals (i, ii, iii, iv, . . .) 

A Uppercase letters (A, B, C, D, . . .) 

a Lowercase letters (a, b, c, d, . . .) 

Also affects the glossary name “page.” 
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Format Paragraph 


Format Paragraph 

FORMAT PARAGRAPH alignnent: Left Centered Right Justified 

left indent: first line: right indent: 

line spacing: space before: space after: 

keep together: Ves No keep follow: Yes No side by side: Yes No 

Used to view and set the definition of paragraph usages. 

Command fields for vertical spacing always propose lines. Specify 
points by appending the abbreviation “pt” to the number. Lines 
are 12 points or 1/6 inch (6 lines per inch). “1 li” means single 
spacing. 

The ruler appears in the top border to show indents and tab 
stops. Left mouse button sets left-aligned tab stops. Right mouse 
button moves (resets) indents and tab stops. 

Command Fields 

alignment: 

Left 

Centered 
Right 

Justified 

left indent: 

Type measurement for space between left margin and left edge of 
text. For multiple column text, type measurement for space 
between left column margin and left edge of text. Must always be 
a positive measurement; negative measurements are ignored. 

first line: 

Type measurement for distance from paragraph’s left indent to 
first line’s left indent. A positive measurement indents the first 
line. A negative measurement (preceded by a minus sign) moves 
the first line to the left beyond the left indent. 

right indent: 

Type measurement for space between right margin and right edge 
of text. A positive measurement indents the paragraph. A negative 
measurement (preceded by a minus sign) moves the paragraph to 
the right beyond the inside edge of the right margin. 


Lines are aligned at left indent; right indent is 
“ragged right.” 

Lines centered between left and right line indents. 

Lines are aligned at right indent; left indent is 
“ragged left.” 

Lines are aligned at both left and right indents. 
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line spacing: 

Type measurement for space above each line. “ 1 li” gives single 
spacing. 

space before: 

Type measurement for the space between the paragraph’s upper 
boundary and its first line of text. 

space after: 

Type measurement for the space between the paragraph’s lower 
boundary and its last line of text. 

keep together: 

Yes means the whole paragraph is printed on the same page or in 
the same column. 

keep follow: 

Yes means whole paragraph is printed on same page or in the 
same column as beginning (at least first two lines) of following 
paragraph. 

side by side: 

Choose Yes to print paragraph in side-by-side format. Position of 
paragraph on page controlled by size of left indent. 


If left indent is 


Word prints the paragraph 


Larger than previous 
paragraph’s 

The same as previous 
paragraph’s 

Smaller than previous 
paragraph’s 


To the right of the previous 
paragraph. 

Below the previous paragraph. 

Indented as specified, below 
the last line of the longest para¬ 
graph in the previous set of 
side-by-side paragraphs. 
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Format Tabs 


Format Tabs Clear 


Format Tabs Reset-all 


Format Tabs Set 


Format Tabs 


FORMAT TABS: Set Clear Reset-all 


Used to set and clear tab stops for a paragraph usage. The ruler 
appears in the top window border for Format Tabs Set and Format 
Tabs Clear. For information on setting, moving, and clearing tab 
stops, see Chapter 18, “Working with Tables,” in Using Microsoft 
Word. 


Format Tabs Clear 

FORMAT TABS CLEAR position: 


Used to clear individual tab stops. You can also clear tab stops 
with Format Paragraph and Format Tabs Set. 

Command Field 

position: 

Type measurement for the position of the tab stops you want 
to clear. Tab stop positions are measured in units rather than in 
columns or characters. Separate multiple positions with commas. 


Format Tabs Reset-all 

Used to clear all tab stops at once. No confirmation message. 


Format Tabs Set 

FORMAT TABS SET position: 

alignwent:(Left)Center Right Decihal leader char:(Blank), - 


Used to view and set tab stops for paragraph usages. You can also 
set and move tab stops with Format Paragraph and Format Tabs 
Clear. 
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Command Fields 


position: 

Type measurement for the position of the tab stop. 

alignment: 


Arranges text between tab stops as follows: 


Left 

Center 

Right 

Decimal 


Left-aligned at the tab stop. 

Centered around the tab stop. 

Right-aligned at the tab stop if there is sufficient 
room to the left of the tab stop. 

Decimal point is aligned with tab stop. If text 
contains no decimal point, it is right-aligned. 


leader char: 

Blank 
. (dot) 

—(hyphen) 

_ (underscore) 


Tab is displayed and printed blank. 

Tab is displayed and printed filled with dots. 

Tab is displayed and printed filled with 
hyphens. 

Tab is displayed and printed filled with 
underscores. 


Help 


Help 


HELP: ResiiMe Next Previous 

Introduction Conwands Editing Keyboard Mouse Selection Tutorial 
Select option or type cownand letter 


Provides information about Microsoft Word. For more informa¬ 
tion, see Help in the “Edit Menu Commands” section earlier in 
this chapter. 
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Insert 


Insert 


INSERT key code: 
variant: 1 


usage:(Charac ter)Paragraph Division 
renark: 


Used to insert a new style. Before choosing Insert, select where in 
the style sheet you want the style inserted. 

To insert a style you have cut or copied to the scrap, carry out 
the command without entering or changing any of the command 
fields. After you insert a style from the scrap, you can change the 
style’s name with the Name command. 

To insert a new style, enter responses in the command fields, then 
carry out the command. The new style appears in the style sheet 
with the name you define, and with standard formatting instruc¬ 
tions. Use the Format command to change the style’s formatting 
instructions to what you want. 

For a list of Alt-key combinations, see Appendix A, “The Keyboard, 
the Mouse, and the Extended Character Set.” 

Command Fields 

key code: 

One or two characters. Use a letter or a number for the first char¬ 
acter of the key code. Some characters are not valid as the first 
character. If you type a character that is not valid, Word displays 
the message: 

Not a valid key code 

This code may be used with Alt to apply the style to a text selec¬ 
tion. Note that any code beginning with “x” prevents access to the 
built-in Alt-key combinations. If you choose a key code that 
you’ve already inserted on the style sheet in the Gallery, Word 
sounds a tone and displays the message: 

Key codes conflict 


Choose a different key code. 
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usage: 

Character To insert a character style. 

Paragraph To insert a paragraph style. 

Division To insert a division (page) style. 

variant: 

Type a number from 1 to the maximum number of variants for 
the usage. The proposed response is the next unused variant 
number. 

You can also choose a variant from the list. The list includes the 
automatic variants for the usage and all the numbered variants. 
Following each variant that has a style inserted, Word shows the 
key code in parentheses. Empty parentheses mean the style has 
no key code assigned. 

Word applies automatic variants to documents that a style sheet 
has been attached to without your having to apply the styles spe¬ 
cifically. If you choose a usage-variant combination that you’ve 
already inserted on the style sheet in the Gallery, Word sounds 
a tone and displays the message: 


Style already defined 

Choose a different variant. 

remark: 

A comment to yourself. It can be up to 28 characters long; addi¬ 
tional characters are truncated. 


Name 

NAME key code: variant: 

rehark: 


Used to change the identification (name) of a style. Cannot be 
used to change the usage. Proposed responses represent the 
current name. 

A typical use would be to change the name after copying a style. 
Also used to resolve key code conflicts and usage-variant duplica¬ 
tions after merging style sheets. 


Name 




Command fields 

Notice that Name does not have a command field for usage. 

key code: 

One or two characters. This code may be used with the Alt key to 
apply the style to a text selection. Note that any code beginning 
with "x” prevents access to the built-in Alt-key combinations. If 
you choose a key code that you’ve already inserted on the style 
sheet in the Gallery, Word sounds a tone and displays the 
message: 


Key codes conflict 


Choose a different key code. 

variant: 

Type a number from 1 to the maximum number of variants for 
the usage. The proposed response is the current variant number. 

You can also choose a variant from the list. The list includes the 
automatic variants for the usage and all the numbered variants. 
Following each variant that has a style inserted, Word shows the 
key code in parentheses. Empty parentheses mean the style has 
no key code assigned. 

Word applies automatic variants to documents that a style sheet 
has been attached to without your having to apply the styles spe 
cifically. If you choose a usage-variant combination that you’ve 
already inserted on the style sheet in the Gallery, Word sounds 
a tone and displays the message: 


Style already defined 


Choose a different variant. 

remark: 

A comment to yourself. It can be up to 28 characters long; addi¬ 
tional characters are truncated. 
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Print 

PRINT: 


Used to print the style sheet in the Gallery. 


Transfer 

TRANSFER: Load Save Clear Delete Merge Options Renawe 


Offers commands for handling style sheets and their files. Affects 
only style sheet files. The list shows only those filenames with the 
.STY extension. For information on filenames, see Chapter 8, 
“Managing Documents,” in Using Microsoft Word, and Transfer in 
the “Edit Menu Commands” section earlier in this chapter. 


Transfer Clear 


TRANSFER CLEAR: 


Used to clear the Gallery. 

If the style sheet contains unsaved changes, Word displays the 
message: 


Enter Y to save style sheet, N to lose edits, Esc to cancel, 


Enter Y to save the changes to the style sheet, N if you don’t want 
to save them, or Esc to cancel the Transfer Clear command. 


Print 


Transfer 


Transfer Clear 
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Transfer Delete 


Transfer Load 


Transfer Delete 

TRANSFER DELETE filenaHe: 

Used to delete a file from a disk. Useful for making room for new 
files on a full disk. You can delete only files that have not been 
retrieved (loaded) or saved during the current session. 

Command Field 

filename: 

Filename and its extension are required. List shows all files on 
disk. 


Transfer Load 

TRANSFER LOAD style sheet nawel read only: Ves(No) 


Used to retrieve (load) a style sheet. 

After a style sheet is retrieved, Word displays the total number of 
ASCII (alphanumeric, tab, and carriage return) characters in the 
style sheet and the total number of bytes free on the disk. 

Command Fields 

style sheet name: 

The list shows only those style sheet names with the extension 
.STY. For information about filenames, see Chapter 8, “Managing 
Documents,” in Using Microsoft Word , and Transfer in the “Edit 
Menu Commands” section earlier in this chapter. 

If Word cannot find the file, you see the message: 


Enter Y to create style sheet 

You may confirm or cancel the creation of a new style sheet. 

read only: 

Yes Displays the style sheet, but you cannot revise it. 

No You can revise the style sheet. 
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Transfer Merge 

TRANSFER MERGE stale sheet nawe: 


Used to combine two style sheets. 

Merged styles are inserted in front of the selected style. Any 
conflicts between key codes and usage-variant combinations 
are ignored until you carry out Transfer Save or Exit. Then, Word 
displays one of the following messages: 


Style already defined 


Key codes conflict 


One of the conflicting styles is selected. 

Command Field 

style sheet name: 

The list shows only those style sheet names with the extension 
.STY. For information about filenames, see Chapter 8, “Managing 
Documents,” in Using Microsoft Word , and Transfer in the “Edit 
Menu Commands” section earlier in this chapter. 

If Word cannot find the file, you will see the message: 


Not a valid file 


Transfer Options 

TRANSFER OPTIONS setup: 


Used to view or change the document drive setting. This com¬ 
mand affects document transfer as well as style sheet transfer. 
It has the same effect as Transfer Options on the Edit menu. 


Transfer Merge 


Transfer Options 
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Transfer Rename 


Transfer Save 


For systems with two floppy disk drives, the document drive is 
preset to drive B. 

Command Field 

setup: 

Type a drive or directory pathname. 


Transfer Rename 


TRANSFER RENAME style sheet nane: 


Used to rename the style sheet in the Gallery. The new style sheet 
name appears in the status line. 

Command Field 

style sheet name: 

If the new name you enter is the name of a style sheet on 
the current disk, Word cancels the command and displays 
the message: 


Cannot renaMe file 


Transfer Save 


TRANSFER SAME style sheet nane: 


Used to save a style sheet. 

After the style sheet is saved, Word displays the total number of 
ASCII (alphanumeric, tab, and carriage return) characters in the 
style sheet and the total number of bytes free on the disk. After 
the save is finished, you can continue to revise. If a style sheet is 
saved with the same filename on the disk it was retrieved from, 
the old version of the style sheet is retained as a backup file with 
the extension BAK. 
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Command Field 

style sheet name: 

.STY is supplied automatically if you give no extension. If you 
enter the name of another style sheet on the disk, Word displays 
the message: 


Enter V to overwrite 


If you enter a new name, Word stores the style sheet under the 
new name and displays the new name in the status line. The ear¬ 
lier version of the style sheet still exists under its original name. 


Undo 

Used to reverse the latest revision, including Undo itself. If no 
editing changes have been made, Word displays the message: 


No edit to Undo 


Undo These commands 


Can reverse Copy 
Delete 
Format 
Insert 
Name 

Transfer Merge 
Undo 

Cannot reverse Exit (choose Gallery to return to style sheet) 
Help (choose Resume to return to style sheet) 
Print 

Transfer commands (except Transfer Merge) 


The exact effect of Undo depends on the last change, as explained 
in the following table. 


Undo 






Last Change 


Effect on Document 


Deleting a style 


Moving a style with the mouse 
Copying a style 

Copying a style with the mouse 

Formatting and copying 
formatting 

Merging with Transfer Merge 

Inserting a style 

Changing a style’s name with 
the Name command 

Undoing a change 


The deleted style reappears in 
the document. The previous 
contents of the scrap are 
restored. 

The moved style returns to its 
original place. 

The previous contents of the 
scrap are restored. 

The copied style returns to its 
original place. 

The style returns to the format¬ 
ting it had before the Undo. 

The merged styles are 
removed. 

The style is removed from the 
style sheet. 

The name changes back. 

Undo is reversed. The change is 
made again. 



25 Messages 


This chapter lists in alphabetical order all the messages that may 
appear in the message line while you are working with Microsoft 
Word. The probable cause of each message is given, followed by 
a description of possible actions, if appropriate. 

Some messages may say . . select from list.” Press a direction 
key (any one of the four arrow keys on the numeric keypad) and 
you’ll get a list of appropriate choices. Use the direction keys to 
highlight the response you want, then press enter. 

Bad command or file name 

■ You chose Library Run and pressed a key when the disk was 
ready ; but DOS cannot find the program or command that 
you typed. 

Check your typing and retype correctly. 

Make sure that COMMAND.COM is on the disk. 

Check the disk for the program or command you want to run. 
Insert the correct disk, if necessary. 

If you typed a DOS internal command, run COMMAND.COM, 
then retry the command. 

xxxxxxx bytes free 

■ This message reports the total number of bytes available on 
the disk. This message may appear alone ; or appended to other 
messages after a Transfer Load or Save. 

Use this information to decide if it is time to switch to a new 
disk. 

Cannot delete file 

■ You used the file during the current session. 

First choose Transfer Clear All, then Transfer Delete. 

■ You entered a filename that is not on the disk. 

Check the disk directory for the file and correct filename. 

■ The disk is write-protected. 

Remove the write-protect tab from the disk if you wish to 
delete the file. 





Cannot find help file SPELL.HLP 

■ You chose the Help command, but the Help file, SPELL.HLP, 
is not on the Spell disk. 

Check the Spell disk for SPELL.HLP. If the file is not on the disk, 
copy it from the Spell Program disk. If the file is on the disk, it 
may be damaged. 

Cannot find tool name.COM 

■ Spell cannot find the program file for one of the tools it uses 
to check and correct a document. 

Check the Spell disk for PROOF.COM and MARKFIX.COM. If 
either file is not on the disk, copy it from the Spell Program 
disk. If the file is on the disk, it may be damaged. 

Cannot move text into itself 

■ You attempted to move or copy the selection to a destination 
within the selection. 

Select another destination for the move or copy. 

Cannot read main dictionary 

■ Spell cannot locate the main (standard) dictionary file, 
MALNDLCT.CMP. Either the file was deleted or the Spell pro¬ 
gram files were copied, without the main dictionary file. 
Check the Spell disk for MAINDICT.CMP. If the file is not on 
the disk, copy it from the Spell Program disk. If the file is on 
the disk, it may be damaged. 

Cannot read user dictionary 

■ Spell cannot locate the user dictionary file named in the Dic¬ 
tionary command. Either the file was deleted or the Spell pro¬ 
gram files were copied, without the user dictionary file. 

Check the Spell disk for the name of the user dictionary. If the 
file is not on the disk, copy it from the Spell Program disk. If 
the file is on the disk, it may be damaged. 

Cannot read user input file 

One of the additional Spell tools cannot find the document you 
want to work with. The additional tools cannot find a file if 

■ The file is not on any online disk. 

Check the Spell disk for the name of the document. Or specify 
the correct drive. If the document is not on the disk, copy it 
from the Spell Program disk. If the document is on the disk, 
it may be damaged. 

■ You mistyped the document name. 

Type the document name correctly. 
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■ You omitted the extension when the extension is other than 
.DOC. 

Type the extension as part of the document name (for example, 
typos, txt). 

■ You typed the name of the tool (WC or WORDFREQ) to start 
it, but did not type a document name on the same line. 

Type the name of the tool, followed by a space, then the name 
of the document you want the tool to work on. For example, 
wordfreq typos.doc. 

Cannot rename file 

■ There already is a file with that name. 

Choose another name for the document. 

■ The filename is not a legal name. 

Choose another name for the document. 

■ The disk is write protected. 

Remove the write-protect tab from the disk. 

xxxx characters 

■ This message reports the total number of characters in the 
document after you use Transfer Load or Transfer Save. 

Use this information to determine the length of the document. 

xxxx characters (xxxxxxx bytes free) 

■ When you ask for a list of filenames or carry out the Transfer 
Save or Transfer Load command, this message reports the total 
number of characters in the document and the total number 
of bytes available on the disk. 

Use this information to determine the length of the document 
and to decide if it is time to switch to a new disk. 

Checking dictionaries.. . 

■ You chose the Correct command, then pressed one of the direc¬ 
tion keys to request a list of possible corrections. Spell is tell¬ 
ing you what it is doing. 

Wait until the list of possible corrections appears in the lookup 
window, then select the correction you want or type your own 
correction. 

Checking Document Dictionary... 

■ You chose the Proof command. Spell is checking the words in 
the document against the words in the document dictionary. 
Wait for Spell to finish checking the spelling in the document, 
then review the misspellings Spell found. 



Checking Main Dictionary. . . 

■ You chose the Proof command. Spell is checking the words 
in the document against the words in the main (standard) 
dictionary. 

Wait for Spell to finish checking the spelling in the document, 
then review the misspellings Spell found. 

Checking User Dictionary. . . 

■ You chose the Proof command. Spell is checking the words 
in the document against the words in the user dictionary. 

Wait for Spell to finish checking the spelling in the document, 
then review the misspellings Spell found. 

Command field requires response 

■ You left a command field blank that requires a response. 

Fill in the field, then retry the command. 

Correcting file 

■ Spell is correcting the document. 

Wait for Spell to finish the corrections, then continue your 
work. 

DATA after SET or ASK 

■ Print Merge does not permit a DATA instruction after a SET 
or an ASK instruction. 

Press Esc to cancel Print Merge, then move the DATA instruc¬ 
tion above any SET or ASK instructions. 

Disk error 

■ DOS informed Word of a serious error in the disk. 

Check the disk for a write-protect tab, and remove it if you 
wish to write to the disk. Reinsert the disk correctly. Retry the 
command. 

Make sure the disk is formatted. Check with the DOS CHKDSK 
command. 

Or try a new, formatted disk. 

Document disk full 

■ You tried to save your document, but the document disk 
doesn't have enough space left to store the whole document. 

D] Choose Transfer Save. 

[2] Replace the document disk with another disk that has 
enough space left to store the document. 

Type the filename (if the one you want is not proposed). 

H Exchange disks when Word displays the message “Enter Y to 
retry access to filename ,” then press Y. 
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Edit document or press Esc to use menu E 

■ Word is ready for you to enter text. 

Type text, or press Esc to tell Word you want to choose a 
command. 

Edit style sheet or choose Exit to see document 

■ Word is ready for you to work on a style sheet. 

Select a style or choose a command. Choosing Exit returns you 
to the document so you can resume working. 

End mark cannot be edited 

■ You attempted an editing command while the end mark was 
the only thing selected. 

Select other text and retry the command. 

If the document contains no text, enter text, then select it to 
retry the command. 

End of index not found 
End of table not found 

■ You chose the Library Table or Library Lndex command\ and 
already have an index or table. Word cannot find the end of 
the table or index. 

Add the line .End Lndex. or End Table., (formatted as hidden 
text) at the end of the table or index. 

ENDIF or ELSE without IF 

■ The document contains an ENDLF or ELSE instruction without 
a matching, preceding IF instruction. 

Press Esc to cancel Print Merge. Move the IF instruction above 
the ENDIF and ELSE instructions. 

Add an IF instruction before the text to be inserted 
conditionally. 

Enter a letter 

■ You tried to carry out the Library Table command\ but did 
not type a letter in the “index on” field. Word prompts you for 
the letter you used for table entries in the body of your text. 

Type the letter you used in the body of your text as a table 
command. 

Enter a printer name in Print Options 

■ You are trying to print, or to do something that requires 
printer display, but either you have not selected a PRD file in 
the Print Options command, or Word cannot find the PRD file 
on the disk. 



[D Press Esc to cancel the command. 

HI Choose the Print Options command and select an available 
.PRD file. 

Enter character style or select from list 

■ The Format Style Character command field requires the name 
of a character style. 

Type the name of the character style. 

or 

Enter the key code of the character style, 
or 

Press a direction key and select from the list of available charac¬ 
ter styles. 

Enter color number or select from list 

■ The Window Options “background color” command field 
requires a color number from the list of available colors. 

Type the number of the color you want. 

or 

Press a direction key and select from the list of available colors. 

Enter correction or select from list 

■ You chose the Library Spell Correct command, then pressed 
one of the direction keys to request a list of possible 
corrections. 

Press a direction key to select a correction from the list, 
or 

Type your own correction. 

Enter division style or select from list 

■ The Format Style Division command field requires the name 
of a division style. 

Type the name of the division style you want, 
or 

Enter the key code of the division style, 
or 

Press a direction key and select from the list of available divi¬ 
sion styles. 



Chapter 25 Messages 117 


Enter DOS command 

■ You chose Library Run. Word is waiting for you to type a DOS 
command and press enter. 

Type a DOS command, which can include disk drive or direc¬ 
tory designations and any legal command line switches, then 
press ENTER. 

Enter drive or directory 

■ You are in the “setup” field of the Transfer Options command. 
Type a drive specification or a DOS directory name. 

or 

Leave the response unchanged. 

Press Esc to cancel the command. 

Enter filename 

■ You asked Word to store a document ; style sheet ; or glossary 
in a file. 

Type a filename. 

Enter filename of document to proof 

■ In Spell ’ you chose the Proof command without having a 
document loaded into Word. 

Type the name of the document you want to check, 
or 

Press a direction key and select from a list of available 
document names. 

Enter filename of User Dictionary to use 

■ You chose the Dictionary command. 

Type the name of the user dictionary you want to use in con¬ 
junction with the main (standard) dictionary and document 
dictionary (if any) to check the spelling in the document. 

Enter filename or select from list 

■ The command field requires the name of the file to retrieve. 
Type a filename. 

or 

Press a direction key and select from the list of filenames. 

Enter font name or select from list 

■ The Format Character “font name” command field requires the 
name of a font. 

Type the name of the font you want, 
or 

Press a direction key and select from the list of available fonts. 



Enter font size in points or select from list 

■ The Format Character ‘font size” command field requires a 
font size in points. 

Enter the font size you want (for example, 12 pt ). 
or 

Press a direction key and select from the list of available sizes. 

Enter glossary name or select from list 

■ The Edit menu Insert ; Copy, or Delete command field requires 
the name of a glossary. 

Type the glossary name you want to use. 

or 

Press a direction key and select from the list of available glos¬ 
sary names. 

or 

Press return to use the scrap. 

Enter glossary names or leave blank to clear all 

■ You chose the Transfer Glossary Clear command, and you 
are being asked to tell Word which glossary names you wish 
to clear. 

Type the glossary names you wish to clear, separated by 
commas. 

or 

Press a direction key and select from the list of glossary names. 

Enter key code 

■ The Gallery menu Insert or Name “key code” command field 
takes a one- or two-character key code for the style. 

Type a one- or two-character key code combination. This field 
may be left blank. 

Enter list of measurements 

■ The Format Tabs Clear command field requires one or more 
measurements, separated by commas. 

The measurements you enter will be in the units chosen in the 
“measure” command field of the Options command. To enter a 
different unit of measure, follow each measurement with one of 
the following abbreviations: in (or "), cm, pt, plO, pl2. 

Enter list of page numbers 

■ In the “page numbers” command field of the Print Options 
command, you can select the pages to print. 

Type the page numbers, separated by either commas (,), colons 
(:), or hyphens (-). For example, to print pages one through 
five, and also page seven, type 1:5,7 
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Enter measurement 

■ The command field requires a measurement. 

The measurement you enter will be in the units chosen in the 
“measure” command field of the Options command. To enter a 
different unit of measure, follow each measurement with one of 
the following abbreviations: in (or " ), cm, plO , pl2 , pt. 

Enter measurement in lines 

■ The command fields of the Format Paragraph command set 
line spacing between paragraphs. A line is 12 points (1/6 of 
an inch). 

Type the number of lines. To enter a different unit of measure, 
follow the number with one of the following abbreviations: in 
(or " ), cm, pt. 

Enter measurement in lines, or type Auto 

■ You are in the "line spacing” field of the Format Paragraph 
command. This field sets line spacing within paragraphs. 

A line is 12 points (1/6 of an inch). 

Type the number of lines. To enter a different unit of measure, 
follow the number with one of the following abbreviations: in 
(or " ), cm, pt. 

or 

Type Auto. This instructs Word to set the line spacing to 
automatically match the size of the largest character found 
in each line. 

Enter number 

■ The command field takes a number (integer). 

Enter page number 

■ You are in the "number” field of the Jump Page command. 
Enter the number of the page you want to go to. The number 
can be a simple number, or you can specify both a page 
number and a division if your document has more than one 
division. To enter both a page number and division number, 
type the page number, then type d (or D), then type the divi¬ 
sion number. 

Enter paragraph style or select from list 

■ The Format Style Paragraph command field takes the name of 
a paragraph style. 

Enter the name of the paragraph style you want. 


or 



Enter the key code of the paragraph style, 
or 

Press a direction key and select from the list of available para¬ 
graph styles. 

Enter port name or select from list 

■ The “setup” field of the Print Options command requires the 
name of the port to which your printer is attached. 

Press a direction key and select from the list of port names. 

Enter printer name or select from list 

■ In the Print Options command, you need to enter the name of 
the printer you are using. 

Enter the name of the printer. 

or 

Press a direction key and select from the list of printer names. 

Enter second character of key code 

■ You typed the first character of a two-character key code to 
assign a style. 

Type the second character of the key code. 

Enter text 

■ The command field takes a text response. 

Enter variant or select from list 

■ The Gallery menu Insert or Name “variant” command field 
requires the name of a variant. 

Enter the name of the variant you want. 

or 

Press a direction key and select from the list of available variant 
names. 

Enter Y after mounting font name 

■ Word is printing a document on an impact printer and has 
come to a font change. This message also appears before Word 
starts printing on an impact printer. 

Change the print wheel, if appropriate, and press Y (for Yes) to 
restart printing. 

Enter Y to cancel printing 

■ You chose Quit, and there is queued printing remaining. 

Press Y to cancel the remaining printing. 

or 

Press Esc to cancel the Quit command and finish the queued 
printing. 



Chapter 25 Messages 121 


Enter Y to confirm loss of formatting 

■ You chose No in the Transfer Save “formatted" command field 
to save a document without its formatting. 

Make sure that you do want to save the document unformatted. 

Press Y to proceed. 

Press N or Esc to cancel. 

If you press Y, the document will be saved without its format¬ 
ting. However, the formatted document remains unchanged in 
the current Word session and can be saved with formatting 
later. 

Enter Y to confirm or R to remove 

■ You are using the Print Repaginate command with the confir¬ 
mation option. Word has found a page break that you 
inserted yourself. 

Press Y to confirm that you want to keep the page break at the 
line where you inserted it. 

Press R (for Remove) to delete the page break you inserted. 
When the page break has been deleted, Word reformats the 
page and proposes a new page break, which you can confirm 
or move. 

Press Esc to cancel pagination. 

Enter Y to confirm or use direction keys 

■ You chose the Print Repaginate command and set the “con¬ 
firm page breaks" field to Yes. Word is proposing a page break 
at the highlighted character. 

Change the proposed page break or press Y to accept the page 
break Word proposes. 

If you don’t like the proposed page break, you can move it by 
pressing the up key. You can press the down key, but you can¬ 
not move the proposed page break below the original position. 
Press Y to accept the new page break. 

Press Esc to cancel pagination. 

Enter Y to continue or Esc to cancel 

■ Word has paused during printing. 

You are printing on individual sheets of paper, and the printer 
has come to the end of a sheet. 

Insert another sheet, if necessary, then press Y to continue 
printing. 

■ You pressed Esc. 

Press Y to continue printing. Press Esc a second time to cancel 
printing. 



■ The printer is not ready. 

Prepare the printer by checking that you are on line and that 
the cable and power cord are securely connected. Then press Y 
to continue printing. Press Esc to cancel. 

Enter Y to create file 

■ You typed the name of a nonexistent file in Transfer Load. 

If you intend to create a new file, press Y. 

If you intend to retrieve an existing file, press Esc and retry 
Transfer Load. Be sure that the correct disk has been inserted 
properly. Then request and select a filename from the list. 

Enter Y to create style sheet 

■ You typed the name of a nonexistent style sheet in Transfer 
Load (Gallery menu) or Format Style Sheet (Edit menu). 

If you intend to create a new style sheet, press Y. 

If you intend to retrieve or attach an existing style sheet, press 
Esc and retry Transfer Load or Format Style Sheet. Be sure that 
the correct disk has been inserted properly. Then request and 
select a filename from the list. 

Enter Y to download fonts, N to skip, Esc to cancel 

■ You are printing a document using a printer that has down¬ 
loadable fonts. 

Press Y to instruct Word to send the font information to the 
printer, then print your document. 

Press Esc to cancel the print command if you did not intend to 
use downloadable fonts. Then choose another printer using the 
Print Options command and retry the Print command. 

Enter Y to erase glossary names 

■ You chose Transfer Glossary Clear. 

If you no longer want the glossary entries, press Y. 

Press Esc to cancel the command. Choose Transfer Glossary 
Save to save them. 

Enter Y to insert hyphen, N to skip, or use direction keys 

■ You are using the Library Hyphenate command and chose Yes 
in the “confirm” field. Word has proposed an insertion point 
for an optional hyphen. 

Press Y to insert an optional hyphen and continue hyphenating. 
Before you press Y, you can press the up and down keys to 
move from one proposed insertion point to another within the 
word. You can press the right and left keys to move the inser¬ 
tion point character by character within the word. 
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Press N to prevent Word from inserting an optional hyphen in 
the word and to continue hyphenating. 

Press Esc to cancel hyphenation. 

Press Esc a second time to halt the Library Hyphenate 
command. 

Enter Y to overwrite file 

■ You asked Word to store or print to a file with the name of 
an existing file. 

If you want to replace the existing file with the new text, 
press Y. 

To keep the existing file, press Esc and retry the command 
with a different filename. 

Enter Y to process, N to discard, or Esc for previous 

■ You reviewed and acted on all the misspellings. Spell is ready 
to correct the document and awaits your command. 

Press Y if you want Spell to correct the document. When Spell 
has finished correcting the document, you can proof another, 
if you wish. 

Press N if you do not want Spell to correct the document. Spell 
will quit and discard the corrections you’ve entered. 

Press Esc if you want to go back to review the corrections 
you’ve entered. 

Enter Y to process, N to discard, or Esc to resume 

■ You chose Quit before you finished reviewing all the mis¬ 
spellings. Spell asks what you want to do with the corrections 
you've entered so far. 

Press Y if you want to correct the document with the cor¬ 
rections you’ve entered so far. Spell quits after making the 
corrections. 

Press N if you want to quit and discard the corrections you’ve 
entered so far. 

Press Esc if you want to continue reviewing misspellings. Spell 
resumes at the next word in alphabetical order that you have 
not yet reviewed and acted on. 

Enter Y to replace existing index, or Esc to cancel 
Enter Y to replace existing table, or Esc to cancel 

■ You chose the Library Index or Library Table command. Word 
selected the .Begin Index, or .Begin Table, line of text and the 
text that follows. 

If you want to replace the selected text with a newly compiled 
index or table, Press Y. 



Press Esc if you do not want to replace the existing index or 
table or if you’ve inadvertently moved the .Begin Index, or 
.Begin Table, line and the selected text that follows is not part 
of your existing index or table. 

Enter Y to replace, N to ignore, or press Esc to cancel 

■ You are using the Replace command and chose Yes in the 
“confirm” field. Word has located the text you are searching 
for. 

Press Y to replace and continue searching. 

Press N to leave the text as is and to continue searching. 

Press Esc to cancel the Replace command. 

Enter Y to retry access to filename 

■ Word cannot find the file identified in the message. 

Press N if the file is not the one you wanted. Press Y to try 
again after you correct the problem. 

■ The correct disk is not inserted properly in the correct drive. 
Change the disk. 

■ The disk is not formatted. 

Insert a formatted disk. 

■ There is a write-protect tab on the disk. 

Remove the write-protect tab, if appropriate. 

■ The filename is not entered correctly. 

Choose the command again and retype the filename. 

■ After correcting these problems ; you still get this message. 

Press N to cancel the command and return to the main com¬ 
mand menu and window display. Your disk may be damaged. 
Try your backup copy of the file. 

Enter Y to retry access to Word disk 

■ Word requires one of the files on the Word disk and cannot 
find it in the drive. 

If you are using Word on floppy disks, insert the Word disk into 
the same drive it was in when you started Word. 

Enter Y to save glossary, N to lose edits, or Esc to cancel 

■ You chose the Transfer Clear All or Quit command, and the 
glossary has unsaved changes. 

Press Y to save the glossary, then carry out the command. 

Press N to proceed without saving the changes. 

Press Esc to cancel the command and continue working with 
Word. 
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Enter Y to save, N to lose edits, or Esc to cancel 

■ You chose the Transfer Clear, Transfer Load, Window Close, 
or Quit command. One or more documents have unsaved 
changes. 

Press Y to save the document currently highlighted in the win¬ 
dow, then carry out the command. 

Press N to proceed without saving the changes. 

Press Esc to cancel the command and continue working with 
Word. 

Enter Y to save style sheet, N to lose edits, or Esc to cancel 

■ You chose one of the following commands, and the style sheet 
has unsaved changes: Gallery Exit, Gallery Transfer Clear, 

Gallery Transfer Load, Format Style Sheet, a Transfer Clear 
command, Transfer Load, Window Close, or Quit. 

Press Y to save the style sheet, then carry out the command. 

Press N to proceed, without saving the changes. 

Press Esc to cancel the command and continue working with 
Word. 

Field name redefined F 

■ You are using Print Merge for a document with a SET or an 
ASK instruction for a field that is defined in the header file or 
merge file header paragraph. 

Press Esc to cancel Print Merge. 

Change the name of the field in the SET or ASK instruction, 
or 

Change the name of the field in the header file or header para¬ 
graph of the merge file. 

File is not available 

■ You tried to load a file that does not exist after choosing Yes 
in the Transfer Load “read only” field. 

Type the filename of the existing document you want to edit, 
or choose No in the “read only” field of Transfer Load to create 
a new document. 

■ You tried to load a document that is already being edited by 
another user. You may encounter this situation in a network 
environment. 

Wait until the first user finishes with the document. 



File not found 

From within Spell, you chose the Filename command, or you 
chose the Proof command without first using the Filename com¬ 
mand, then typed the name of a document that Spell cannot 
find. Spell cannot find a file if 

■ The file is not on the disk. 

Check the Spell disk for the name of the document. If the docu¬ 
ment is not on the disk, copy it to the Spell disk. If the docu¬ 
ment is on the disk, it may be damaged. 

■ You typed the document name incorrectly. 

Type the document name correctly. 

■ You omitted the drive letter (such as A.) when the document 
disk is in a drive other than drive B. 

Type the drive letter as part of the document name (for exam¬ 
ple, a: typos). 

■ You omitted the extension when the extension is other than 
DOC. 

Type the extension as part of the document name (for example, 
typos, txt). 

Formatting index.. . 

■ You carried out the Library Index command. Word is compil¬ 
ing and formatting the index, and will insert it at the end of 
your document. 

Formatting page number 

■ Word is printing a document or repaginating a document 
while performing the Print Repaginate, Library Table, or 
Library Index command. 

Press Esc to interrupt. 

Formatting table. . . 

■ You carried out the Library Table command. Word is compil¬ 
ing and formatting the table and will insert it at the end of 
your document. 

Formatting too complex 

■ You attempted to assign a combination of formatting com¬ 
mands that exceeds Word's capacity. 

Save the document. After the save, you can continue formatting. 

Glossary name not defined 

■ You typed the name of a glossary entry that does not exist. 
Retry the command with an existing glossary entry. 
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Hyphenating ... H 

■ You chose Library Hyphenate. Word is searching for the next 
word to hyphenate. 

If you chose No in the “confirm” field, wait for Word to finish 
hyphenating, then continue your work with Word. If you chose 
Yes in the “confirm” field, wait for Word to propose the next 
hyphenation point, then respond appropriately to the new mes¬ 
sage that appears, “Enter Y to insert hyphen, N to skip, or use 
direction keys.” 

Insert Learning Word disk. Enter Y when ready I 

■ You are working with a hard disk system and chose Help 
Tutorial Lesson or Help Tutorial Index. The Learning Word 
program, which contains available tutorial lessons, is not on 
your hard disk. Word is waiting for you to insert the Learning 
Word disk in a floppy disk drive so it can display the lesson 
you chose or the index to lessons. 

Insert the Learning Word disk in your floppy disk drive, or in 
either drive if you have two. 

Insert Word disk. Enter Y when ready 

■ You are using Word on a floppy disk system. You have fin¬ 
ished using Library Run or Spell. You must insert the Word 
disk to resume Word. 

Insert the Word disk and type Y. 

Insufficient memory 

■ Word has run out of storage space; no more editing is 
possible. 

Save all documents, style sheets, and the glossary immediately. 

You can continue working after the save. 

■ You tried to run a program using Library Run or another 
Library command, but the program is too large to fit in 
the remaining available memory. 

Continue to use Word to work on your document. 

or 

Save your document, quit Word, and run the program outside 
Word. 

Key code not defined K 

■ The key code combination you typed has not been defined in 
the attached style sheet. 

Check the style sheet for the key code you want. 



Key codes conflict 

■ Two styles on the style sheet have the same key code ; or the 
first letter of one key code is the same as another single-letter 
code. 

Redefine one of the key codes, and retry the command. 

Lesson not available 

■ You chose the Tutorial Lesson command from the Help menu, 
but there is no tutorial lesson available for the current Help 
screen. 

Use other Help commands to find a screen that indicates there 
is an associated lesson, then retry the command. 

or 

Choose Tutorial Index to start the tutorial at an index screen 
where you can select from all available lessons. 

List is empty 

■ You asked Word to display a list of responses, but there are 
none in the list. 

Type the response you want. 

List is empty (xxxxxxx bytes free) 

■ You asked Word to display a list of filenames, but there are 
none in the list. This message also reports the total number 
of bytes available on the disk. 

Type the filename you want. 

Math overflow 

■ You pressed the F2 key to perform a mathematical operation 
on the numbers in a selection. The result of the operation is 
greater than 14 digits. 

Review the numbers in your selection to make sure that a mis¬ 
placed decimal has not created a very large number. If the 
numbers in the selection are correct, you will not be able to 
use Word to perform the calculation. 

Merging... 

■ You are using the Print Merge command. 

Wait for printing to complete. 

or 

Press Esc to cancel Print Merge. 

Missing comma in data record 

■ One of the fields of the data record in the data document ends 
with double quotation marks, but there are no commas after 
the double quotation marks. 
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Press Esc to cancel Print Merge. 

Insert the missing comma between fields, then retry Print 
Merge. 

Missing ENDIF 

■ You are using Print Merge with a document containing an IF 
or IF... ELSE instruction without an ENDIF. 

Press Esc to cancel Print Merge. 

Add the ENDIF instruction at the end of the text to be inserted 
conditionally. 

No edit to undo N 

■ You chose Undo, but no revisions had been made. 

No entries found 

■ You chose the Library Index or Library Table command, and 
Word cannot find entries to use to compile an index or a 
table. 

Choose Yes in the “show hidden text” field of the Window 
Options command. Review your index or table entries to see 
if the three-character table or index commands have been 
entered properly. Table and index commands must be three 
characters (for example A. or c.) in hidden character format. 

No incorrect words found 

■ You chose the Proof command, and Spell found no misspell¬ 
ings in the document. 

Check another document. 

or 

Quit Spell. 

No more footnote references 

■ You chose Jump Footnote, but no footnotes exist in the 
document. 

Use another method to scroll the document. 

■ You chose Jump Footnote when you were already beyond the 
last footnote reference mark in the document. 

Select text above the footnote reference mark you want to 
jump to, then retry the command. 

No such page 

■ You attempted a Jump Page to a page that had previously had 
its page mark obliterated, because, for example, you deleted a 
page break character. 

Retry the command, using a different page number, 
or 

Use another method to scroll the document. 



No words found 

■ You chose the Library Spell Correct command, then pressed a 
direction key to request a list of possible corrections. Spell was 
unable to match the misspelling to an entry in any of the dic¬ 
tionaries it consulted. 

Type the correction. 

Not a recognizable word 

■ You chose the Library Spell Correct command, then tried to 
carry out the command without typing or selecting a correc¬ 
tion (the command field is blank). 

Type a correction. 

or 

Press a direction key and select from the list of possible 
corrections. 

Not a valid action for column selection 

■ You selected a column of text, then chose an action that is not 
appropriate for the selected column. 

Choose the command again. If you get this message a second 
time, leave column selection mode to carry out the command. 

Not a valid action for footnotes 

■ You attempted to do one of the following: 

Clear a footnote window. 

Enter text in a footnote window without choosing Format 
Footnote first. 

Load a document into a footnote window. 

Footnote a footnote. 

Insert a division marker in a footnote. 

Delete the last paragraph mark at the end of a footnote. 

Make sure that your selection is not a footnote before repeating 
any of these actions. 

Not a valid color number 

■ You selected an incorrect color number. 

■ You did not enter any color number. 

Press a direction key and select from the list of available colors. 
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Not a valid drive or directory 

■ The drive or directory you named in the command either 
is incorrect or does not exist. 

Check to see that the drive or directory you specified 
is correct. 

Not a valid file 

■ You entered the name of a file that is not appropriate for the 
Load command you chose: 

If you chose And this Choose 

this command file type instead 

Edit Transfer Load Style sheet or Document 

glossary 

Gallery Transfer Load Document or Style sheet 

glossary 

Transfer Glossary Load Document or Glossary 

style sheet 


■ You typed a character that is not allowed in filenames. 

Word highlights the character so you can press the Del key, 
then retry the command. 

■ The filename is too long. 

Type a shorter name. 

■ You chose the Library Spell Dictionary command or the 
Library Spell Filename command ' then tried to carry out the 
command without typing a filename. 

Type a correct filename. 

or 

Press Esc to cancel the command without entering a name. 

Not a valid font name 

■ You entered the name of a font that is neither one of the 
generic font names nor one of the printer-specific font 
names for the chosen printer. 

■ You left the command field blank. 

Press a direction key and select from the list of available 
font names. 

or 

Type one of the generic font names. See Printer Information 
for Microsoft Word for a list of generic font names. 



Not a valid glossary name 

■ Your response for a glossary name contains a non-alpha- 
numeric character. 

Make sure that the name is correct. 

Not a valid key code 

■ The key code you entered in the “key code” command field of 
the Gallery menu Insert or Name command is more than two 
characters. 

Enter a key code of only one or two letters or numbers. 

■ The first character of the key code you entered is not valid as 
a first character. 

Enter a letter or number as the first character. 

Not a valid number 

■ The response contains a non-numeric character or a number 
that is too large or too small. 

Not a valid option 

■ You typed a letter that does not correspond to any of the 
menu options. 

Check the menu for the option you want and press the first 
letter of the menu item. 

Not a valid portname 

■ You entered a port name that is not valid. 

Press a direction key and select from the list. The port must be 
one of the following: LPT1:, LPT2:, LPT3:, COM1:, COM2:. 

Not a valid style 

■ The style you selected does not exist. 

■ You left the command field blank. 

Press a direction key and select from the list of available styles, 
or 

Press Esc to cancel. 

Not a valid variant 

■ The variant you entered does not exist for the chosen usage. 
The variant must be either a number between 1 and the max¬ 
imum number of variants available for the usage, or one of 
the automatic usage names. 

Press a direction key and select from the list of available 
variants. 

Not a valid window 

■ You entered a number for a window that does not exist. 
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Not a valid window split 

■ You attempted to do one of the following: 

Make another vertical split when you already have three 
windows side by side. 

Split a footnote window. 

Split a window too close to an existing border. 

Split a window that has a footnote window open. 

Choose another window to split, 
or 

Close one of the windows to accommodate the new split. 

Not enough disk or directory space 

■ You chose the Library Spell Proof command. The disk or direc¬ 
tory where Spell tried to create a file to store the misspellings 
did not contain enough available space for the file. 

Change the disk or the directory where Spell creates the file for 
the misspellings. Spell places the file, named ERRWORDS.TXT, 
on the disk or in the directory from which you started Spell. 

You need to copy the Spell program and the necessary dic¬ 
tionaries to the replacement disk or new directory. The neces¬ 
sary dictionaries are MAINDICT.CMP; the document dictionary, 
if any; and the user dictionaries that apply to the document you 
are checking. As an alternative, you can erase or move some 
files from the Spell Program disk or directory. 

xxxx <-- Not in Dictionary; Retype? (Y/N) 

■ You typed your own correction in the Library Spell Correct 
command. The word you typed is not in the dictionary ; so 
Spell asks you to confirm the correction. 

If the word you typed is the one you want, press N to tell Spell 
to accept the correction as you typed it. 

If the word you typed is not the one you want, press Y to tell 
Spell you want to retype the correction. Spell will return to the 
Correct command. 

Pagination is required P 

■ You attempted a Jump Page before the document was printed 
or paginated. 

Choose Print Repaginate to paginate the document. 

Press a key to resume Word 

■ You chose Library Run, then you ran a DOS command or 
program. Word waits for you to press a key before resuming 
your work. 

Press a key. Word resumes in typing mode. 



Press Enter to continue search or spacebar to stop 

■ You chose the Library Spell Correct command\ then pressed 
a direction key to request a list of possible corrections. Spell 
found more alternatives than fit within the lookup window. 

If you see an appropriate correction, press the spacebar, then 
press the direction keys to move the highlight to the word you 
want. Press enter to carry out the command. 

If you do not see an appropriate correction, press enter to see 
more of the list. 

Print wheel change ignored 

■ A document you are printing in the background changes font, 
but Word ignores the change. 

Printer is not ready 

■ The printer is not responding to a request from Word. After a 
few moments, Word switches to the message “Enter Y to con¬ 
tinue or Esc to cancel. ” 

Make sure the printer is connected properly, turned on, on line, 
and ready to print. 

Press Y to continue printing, 
or 

Press Esc to cancel printing. 

Program already in use 

■ You tried to start Word from a shared hard disk, but someone 
else is already using Word. 

Wait until the other person is finished using Word. 

Read only: document may not be edited 

■ The document you are trying to revise was loaded with the 
read-only option. 

If you want to revise the document, choose Transfer Load and 
choose No in the “read only” command field. 

Read-only file must be saved with a different name 

■ You are attempting to save to a file that is marked as 
read-only. 

Change the filename using the Transfer Save command for a 
document, Transfer Glossary Save for a glossary, or Gallery 
Transfer Save for a style sheet. 

Reading document. . . 

■ You chose the Proof command, and Spell is retrieving the 
document to begin checking the spelling. 

Wait for Spell to finish checking the document, then review the 
misspellings. 
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Reading printer description . . . 

■ You selected a new printer in the Print Options command, 
and Word is retrieving the information it needs. 

Recursive include file not allowed 

■ You placed INCLUDE instructions that form a circular string 
of references in the files you are merging with Print Merge. For 
example, suppose you have three documents, named A.DOC, 
B.DOC, and C.DOC. A.DOC has an INCLUDE instruction that 
merges in B.DOC. B.DOC has an INCLUDE instruction that 
merges in C.DOC. And C.DOC has an INCLUDE instruction 
that merges in A.DOC or B.DOC. Word would print in circles 
without stopping if it weren't designed to forbid circular 
references. 

Inspect and revise the INCLUDE instructions to break the 
circular reference. 

Replace Document disk with Learning Word disk. Enter Y 
when ready 

■ You are working with a floppy disk system and chose Help 
Tutorial Lesson or Help Tutorial Index. Word is waiting for 
you to insert the Learning Word disk, which contains avail¬ 
able tutorial help lessons. 

Remove the disk that contains your Word document from the 
drive, replace it with the Learning Word disk, then press Y to 
get Tutorial Help. 

Replace Learning Word disk with Document disk. Enter Y 
when ready 

■ You are working with a floppy disk system, have completed 
your work with a Tutorial Help lesson, and have pressed Ctrl- 
Q to return to Quick Help or to Word. Word is waiting for you 
to insert the disk that contains the Word document you were 
working on. 

Remove the Learning Word disk from the drive, replace it with 
the document disk you removed after asking for Tutorial Help, 
then press Y to return to Quick Help. 

To resume your work in Word, choose the Resume command 
from the Help menu. 

Replace Word disk if necessary. Enter Y when ready 

■ You are using Word with a floppy disk system and you chose 
Library Run, typed a program name or DOS command, then 
pressed enter. Word is waiting for you to insert the correct 
disk. 

If you typed a DOS internal command (such as DIR), or if the 
correct disk is already in the appropriate floppy disk drive, 
press Y to continue. 



If you need to change disks, insert the disk containing the pro¬ 
gram you want to run, then press Y to continue. 

Replace Word disk with Spell disk. Enter Y when ready 

■ You are using Word with a floppy disk system and you chose 
Library Spell, then pressed enter Word is waiting for you to 
remove the Word disk and insert the Spell disk. 

Insert the Spell disk, then press Y to check and correct spelling. 

xxxx replacements made 

■ You just used Replace to substitute text. This is the number of 
changes made. 

Reserved glossary name 

■ You attempted to copy or delete to one of the reserved glossary 
names. 

Choose a glossary name that you defined yourself. 

Response too long 

■ A response in a command field exceeds the length limit. 

Type a shorter response. 

SAVE ( flashing in status line) 

■ You ignored the steady SAVE sign in the status line. 

Follow the steps listed below for the steady SAVE sign. 

SAVE (in status line) 

■ The amount of memory left for Word to do its work is low. 

Try each of the following steps in order until the SAVE sign 
disappears. 

□ Copy a single character to the scrap (Copy). 

[H Save all documents (Transfer Save). 

SI Save the style sheet, if any (Gallery Transfer Save, then Exit). 
0 Save the glossary, if any (Transfer Glossary Save). 

SI Choose Transfer Clear All, then retrieve the document you 
were working on. 

Saving file . . . 

■ Word is saving the document with Transfer Save. 

When the save is finished, you can continue to work. 

Saving work file . . . 

■ You chose Library Spell. Word is putting the document into 
temporary storage, called a work file, while Spell checks and 
you correct the document. 
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Wait for the Spell menu to appear, then choose Spell commands 
from the Spell menu. 

Scrap is empty 

■ You tried to insert from the scrap, but there is no text in it. 

Scratch file full 

■ The limit for the .TMP file (where Word records your revi¬ 
sions) has been reached. Try each of the following steps in 
order until the message disappears. 

Q] Copy a single character to the scrap (Copy). 

[ 2 ] Save all documents (Transfer Save). 

[H Save the style sheet, if any (Gallery Transfer Save, then Exit). 
E Save the glossary, if any (Transfer Glossary Save). 

[ 5 ] Choose Transfer Clear All, then retrieve the document you 
were working on. 

Search text not found 

■ Word cannot find any (or any more) instances of the search 
text. 

If you think the text should have been found, make sure that 
you spelled the search text correctly and that the search 
options were correctly set. 

Searching . .. 

■ Word is searching for the text in Search or Replace. 

Wait for Word to finish the search. 

Select destination for copying text 

■ You selected text to be copied to another location, and pressed 
shift and one of the mouse buttons. 

Select a destination for the text, then release the mouse button 
and the shift key. 

Select destination for moving text 

■ You selected text to be moved to another location, and pressed 
Ctrl and one of the mouse buttons. 

Select a destination for the text, then release the mouse button 
and the Ctrl key. 

Select dictionary 

■ You chose the Library Spell Add command. You have three 
choices: Standard, Document, and User. 

Press the key for the initial letter of the dictionary to which 
you want to add the word in the correction window. 



Select option 

■ Word awaits your choice from a list of options in a menu 
command field. 

Press the spacebar, the backspace key, or the initial letter of the 
option. 

Select option or type command letter 

■ You pressed Esc to choose commands on the Edit menu. 
Choose a command by pressing the spacebar or the backspace 
key, then enter. 

or 

Type the initial letter of the command. 

Select text to copy formatting from 

■ You pressed Alt and one of the mouse buttons. 

Select the text to copy formatting from, then release the button 
and Alt. 

Selection must be a running head 

■ You chose Format Running-head, but the particular selection 
cannot be made into a running head; for example, a footnote 
cannot be made into a running head. 

Style already defined 

■ From the Gallery menu, you attempted to choose the Transfer 
Save command or to return to the Edit menu while the style 
sheet has a usage variant combination assigned more than 
once. 

Choose Name and change the variant of one of the repeated 
styles. 

or 

Delete one of the repeated styles. 

Style and format conflict 

■ This message may be a result of one of the following: 

You chose Format Style Character and typed a division or 
paragraph style. 

You chose Format Style Paragraph and typed a character or 
division style. 

You chose Format Style Division and typed a character or 
paragraph style. 

In the Gallery, you selected a division style and attempted to 
assign character or paragraph format properties using the 
speed formatting keys. 
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Style sheet is not available 

■ You tried to load a style sheet that is already being edited by 
another user; or you tried to load a document with a style 
sheet attached\ and another user is editing that style sheet. 

Wait until the first user finishes with the style sheet. 

Style sheet is read-only 

■ You’re working with a style sheet that is in a read-only file. 

You can edit the style sheet, but if you save it, you must save it 
under a different name. 

Too few fields in data record T 

■ One of the records in the data document named in the DATA 
instruction has fewer fields than the header paragraph or 
header file. Either a field has been omitted from the record, 
or a comma has been omitted. 

Press Esc to cancel Print Merge. Add the comma to separate 
two fields. 

or 

Add the missing field to the data record. 

Too many fields in data record 

■ One of the records in the data document named in the DATA 
instruction has more fields than the header paragraph or 
header file. Either there is an extra field in the record, or a 
field that contains a comma has not been enclosed within 
double quotation marks. 

Press Esc to cancel Print Merge. Check the fields for commas 
that are not surrounded by double quotation marks. 

or 

Remove the extra field from the record. 

Too many nested include files 

■ You created a chain of more than 64 files with INCLUDE 
statements. 

Reduce the chain to 64 or fewer files with INCLUDE 
statements. 

Too many windows 

■ You attempted to open one more window than Word allows 
(the limit is eight). 

Close one of the existing windows before attempting to open 
a new one. 



Total words: xxxx Unique: xxx Unknown: xxx 

■ You chose the Proof command, and Spell has finished check¬ 
ing the document. This message is a report on the document. 
Total words are all the words in the document. If the word the 
was used 20 times in the document, for example, that counts as 
20 words in the Total Words statistic. 

Unique refers to all the different words in the document, 
without counting duplications of the same word. For example, 
the word the may appear twenty times in the document, but it 
counts as one word in the Unique statistic. 

Unknown refers to all the words in the document that Spell 
cannot find in any of the dictionaries it searched during the 
proofing phase. 

Proceed with the review phase. The statistics remain in the 
status line until you finish correcting the document. 

Unknown field name 

■ You are using Print Merge for a document with afield that 
is not defined in the header paragraph of the merge file, 

or in the header file. 

Press Esc to cancel Print Merge. Change the field name in the 
document. 

or 

Change the field name in the header file or in the header para¬ 
graph of the merge file. 

Verifying . .. 

■ You typed a correction for the Library Spell Correct command, 
and Spell is checking the dictionary for the word you typed. 
Wait for Spell to finish checking the dictionary. If Spell finds the 
word in the dictionary, Spell makes the correction, then goes 
on to the next misspelling. 

If Spell does not find the word in the dictionary, Spell displays 
the message “xxxx <~ Not in Dictionary; Retype? (Y/N).” 

WARNING This tool is damaged 

■ You attempted to start Spell or one of the additional Spell 
tools, but the copy of the program on the disk is damaged and 
unusable. 

If the disk is a copy of the original disk, make a new copy to 
use. 

WARNING Word too large 

■ You chose the Proof command for a document that contains 
words longer than 30 letters. Spell is warning you that it can¬ 
not check these long words. However, Spell will present the 
long words for your review. 
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When you see the long words, inspect them for errors. Type 
a correction, if necessary. 

Word disk full 

■ There is no more room on the Word disk for the scratch file 
(where Word records your revisions) or for temporary files 
used to hold text for queued (background) printing 

Save your document immediately. 

■ After saving the document, you still get this message when you 
try to continue your work. 

Choose Transfer Clear All, then retrieve the document you 
were working on. 

Word too large to lookup 

■ Spell found a misspelling longer than 30 characters, and you 
requested the Library Spell Correct command to show you a 
list of possible corrections. 

Inspect the word for errors. If you see any, study the context 
window for clues to your intention. Type a correction. 

Word too short to lookup 

■ Spell found a misspelling shorter than four characters, and 
you requested the Library Spell Correct command to show you 
a list of possible corrections. Spell needs at least four letters to 
search for. Otherwise, Spell would have to display an 
extremely large list of possibilities. 

Study the context window for clues to your intention. Type 
a correction. 

xxxx words corrected 

■ You told Spell to make your corrections to the document. Spell 
reports the number of words you corrected with the Library 
Spell Correct command. 

Check the number to be sure you corrected as many words as 
you wanted to. 

xxxx words hyphenated 

■ You chose Library Hyphenate. Word has finished hyphenating 
the document and reports the number of words hyphenated. 
Continue your work with Word. 

xxxx words marked 

■ You told Spell to make your corrections to the document. Spell 
reports the number of words you marked with the Library 
Spell Mark command. 

Check the number to be sure you marked as many words as 
you wanted to. 





Appendix A 

The Keyboard, the Mouse, 
and the Extended Character Set 


The tables in this appendix show: 

■ Which keys perform specific tasks in Word. 

■ What the mouse does at particular spots on the screen. 

■ Which codes to enter to get the characters of the extended 
character set. 


The Keyboard 

The keys are presented two ways. Use the first section, “Keyboard 
by Actions,” if you know what you want to do, but don’t know the 
key to use. Use the second section, “Keyboard by Keys,” if you 
want to find out what a particular key does. The keys in this sec¬ 
tion are listed alphabetically and, when applicable, numerically. 

These tables include key combinations, which are two or more 
keys pressed at the same time. Key combinations are listed as two 
key names separated by a hyphen; for example, shift-enter. In 
“Keyboard by Keys,” key combinations are listed in the different 
places you might look. For example, shift-enter appears under 
enter and under shift. 
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Keyboard by actions 


Keyboard by Actions 


For 

Press 

New paragraph 

ENTER 

New line 

SHIFT-ENTER 

New page 

Ctrl-SHIFT-ENTER 

New division 

Ctrl-ENTER 

Optional hyphen 

Ctrl- 

Nonbreaking hyphen 

Ctrl-SHIFT— 

Nonbreaking space 

Ctrl-spacebar 

To select 

Press 

Up 

t 

Down 


Left 

«•- 

Right 

— 

Beginning of line 

Home 

End of line 

End 

Top of window 

Ctrl-Home 

Bottom of window 

Ctrl-End 

Next window 

FI 

Previous window 

SHIFT-Fl 

Extend selection key on/off 

F 6 

Column selection on/off 

SHIFT-F6 

Word left 

F7 

Previous sentence 

SHIFT-F7 

Word right 

F8 

Next sentence 

SHIFT-F8 

Sentence 

F9 

Line 

SHIFT-F9 

Next paragraph 

F10 

Whole document 

shift-FIO 
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To scroll 

Press 

Up in document 

PgUp 

Down in document 

PgDn 

Start of document 

Ctrl-PgUp 

End of document 

Ctrl-PgDn 

Left 

Ctrl- +- 

Right 

Ctrl- — 

Up one line 

Turn on Scroll Lock, 


then press t 

Down one line 

Turn on Scroll Lock, 


then press 1 

Left 1/3 of window 

Turn on Scroll Lock, 


then press 

Right 1/3 of window 

Turn on Scroll Lock, 


then press—► 

To 

Press 

Erase to the left 

BACKSPACE 

Erase selection to scrap 

Del 

Erase selection, not to scrap 

SHIFT-Del 

Insert scrap directly before 

Ins 

highlight 


Insert scrap to replace 

SHIFT-Ins 

selection 


Calculate 

F2 

Turn outline view on/off 

SHIFT-F2 

Expand glossary name 

F3 

Turn overtype on/off 

F3 



To choose commands 

Press 

Move right in a menu 

spacebar 

Move left in a menu 

BACKSPACE 

Move to next field 

TAB 

Move to previous field 

SHIFT-TAB 

Repeat last edit action 

F4 

Repeat Search command 

SHIFT-F4 

Carry out command 

ENTER 

Cancel command 

Esc 

Help 

Alt-h 

To edit responses 

Press 

Word left 

F7 

Word right 

F8 

Character left 

F9 

Character right 

F10 

Erase to the left 

BACKSPACE 

Erase highlighted part 

Del 

of response 

To format character 

Press with Alt 

(after Alt-x if style sheet) 

Bold 

b 

Double underline 

d 

Hidden text 

e 

Italic 

i 

Small caps 

k 

Strikethrough 

s 

Underline 

u 

Superscript 

+ or = 

Subscript 

- 

Standard character 

spacebar 
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Press with Alt 

To format paragraph (after Alt-x if style sheet) 


Centered 

c 

Indent first line 1/2" 

f 

Justified 

j 

Left aligned 

1 

Reduce left indent 1/2" 

m 

Widen left indent 1/2" 

n 

Open paragraph spacing 

o 

Standard paragraph 

P 

Right aligned 

r 

Widen hanging indent 

t 

1/2" + tab 


Double space lines 

2 

Outline view: 


text edit and outline edit 

Press 

Switch between outline view 

SHIFT-F2 

and document view 


Switch between outline edit 

SHIFT-F5 

and text edit (after switching 


to outline view) 


Lower heading level 

Alt-0 (zero) 

Raise heading level 

Alt-9 

Collapse headings 

— (on keypad) 

Expand headings 

+ (on keypad) 

Expand all headings 

* (on keypad) 

Collapse body text 

shift-— (minus on keypad) 

Expand body text 

shift- + (plus on keypad) 

Outline view: outline edit only 

Press 


Select previous heading at same level 
Select next heading at same level 

Select previous heading regardless of 
level 

Select next heading regardless of level 
Select nearest heading at next higher level Home 
Select last heading at next lower level End 


t 

i 
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Keyboard by keys 


Keyboard by Keys 

Key 

t 

t (with Scroll Lock on) 

I 

\ (with Scroll Lock on) 

(with Ctrl) 

(with Scroll Lock on) 

-► (with Ctrl) 

-► (with Scroll Lock on) 
t (outline edit) 

I (outline edit) 

(outline edit) 

—► (outline edit) 

- (with Ctrl) 

- (with Ctrl-SHIFT) 

- on keypad (outline view) 
+ on keypad (outline view) 

shift-- (keypad) 

(outline view) 

SHIFT-+ (keypad) 

(outline view) 

* (on keypad) (outline view) 
Alt- 

Alt- + or Alt- = 

Alt-b 

Alt-c 

Alt-d 

Alt-e 

Alt-f 

Alt-h 


Action 

Select character one line up 
Scroll up one line 
Select character one line down 
Scroll down one line 
Select character to the left 
Scroll left one windowful 
Scroll left 1/3 of window 
Select character to the right 
Scroll right one windowful 
Scroll right 1/3 of window 

Select previous heading 
at same level 

Select next heading 
at same level 

Select previous heading 
regardless of level 

Select next heading regardless 
of level 

Optional hyphen 
Nonbreaking hyphen 
Collapse heading 
Expand heading 
Collapse body text 

Expand body text 

Expand all headings 
Subscript 
Superscript 
Bold 

Centered 
Double underline 
Hidden text 
Indent first line 1/2" 

Help 
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Key 

Action 

Alt-i 

Italic 

Alt-j 

Justified 

Alt-k 

Small caps 

Alt 1 

Left align 

Alt-m 

Reduce left indent 1/2" 

Alt-n 

Widen left indent 1/2" 

Alt-o 

Open paragraph spacing 

Alt-p 

Standard paragraph format 

Alt-r 

Right align 

Alts 

Strikethrough 

Alt-spacebar 

Standard character format 

Alt-t 

Widen hanging indent 

1/2" + tab 

Alt-u 

Underline 

Alt-x 

Precedes format keys 
if style sheet 

Alt-2 

Double space lines 

Alt-9 

(outline view) 

Raise heading one level 

Alt-0 

(outline view) 

Lower heading one level 

b (with Alt) 

Bold 

BACKSPACE 

Erase to the left 

BACKSPACE 

Erase to the left (in responses) 

BACKSPACE 

Move left in a menu 

c (with Alt) 

Centered 

Ctrl- 

Scroll left one windowful 

Ctrl- —► 

Scroll right one windowful 

Ctrl— 

Optional hyphen 

Ctrl-SHIFT— 

Nonbreaking hyphen 

Ctrl-End 

Bottom of window 

Ctrl-ENTER 

New division 

Ctrl-Home 

Top of window 

Ctrl-PgDn 

End of document 

Ctrl-PgUp 

Start of document 

Ctrl-SHIFT-ENTER 

New page 

Ctrl-spacebar 

Nonbreaking space 



Key 


Action 


d (with Alt) 

Del 

Del 

Del (with shift) 
e (with Alt) 

End 

End (outline edit) 

End (with Ctrl) 

ENTER 

ENTER 

ENTER (with Ctrl) 
ENTER (with Ctrl-SHIFT) 
ENTER (with SHIFT) 

Esc 

f (with Alt) 

FI 

FI (with shift) 

F2 

F2 (with SHIFT) 

F3 

F4 

F4 (with shift) 

F5 

F3 (with shift) 

F 6 

F6 (with shift) 

F7 

F7 

F7 (with shift) 

F8 

F8 

F8 (with SHIFT) 


Double underline 
Erase to scrap 

Erase highlighted part 
of response 

Erase, not to scrap 
Hidden text 
End of line 

Select last heading on next 
lower level 

Bottom of window 
New paragraph 
Carry out command 
New division 
New page 
New line 
Cancel command 
Indent first line 1/2" 

Next window 
Previous window 
Calculate 

Outline view on /off 
Expand glossary name 
Repeat last edit action 
Repeat Search command 
Overtype on/off 
Outline edit on/off 
Extend selection on/off 
Column selection on/off 
Select word left 
Word left (in responses) 
Select previous sentence 
Select word right 
Word right (in responses) 
Select next sentence 
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Key 

Action 

F9 

Select sentence 

F9 

Character left (in responses) 

F9 (with shift) 

Select line 

F10 

Select next paragraph 

FIO 

Character right (in responses) 

FIO (with shift) 

Select whole document 

h (with Alt) 

Help 

Home 

Beginning of line 

Home (outline edit) 

Select nearest heading 
one level higher 

Home (with Ctrl) 

Top of window 

i (with Alt) 

Italic 

Ins 

Insert scrap 

Ins (with shift) 

Insert scrap to replace 
selection 

j (with Alt) 

Justified 

k (with Alt) 

Small caps 

1 (with Alt) 

Left align 

m (with Alt) 

Reduce left indent 1/2" 

n (with Alt) 

Widen left indent 1/2" 

o (with Alt) 

Open paragraph spacing 

p (with Alt) 

Standard paragraph format 

PgDn 

Scroll down in document 
one windowful 

PgDn (with Ctrl) 

End of document 

PgUp 

Scroll up in document 
one windowful 

PgUp (with Ctrl) 

Start of document 

r (with Alt) 

Right align 

s (with Alt) 

Strikethrough 

(Scroll Lock on) t 

Scroll up one line 

(Scroll Lock on) 1 

Scroll down one line 

(Scroll Lock on) 

Scroll left 1/3 of window 

(Scroll Lock on) -► 

Scroll right 1/3 of window 



Key 


Action 


SHIFT-Del 

SHIFT-ENTER 

SHIFT-ENTER (with Ctrl) 

SHIFT-F1 

SHIFT-F2 

SHIFT-F4 

SHIFT-F5 

SHIFT-F6 

SHIFT-F7 

SHIFT-F8 

SHIFT-F9 

SHIFT-F10 

SHIFT-Ins 

SHIFT-TAB 

SHIFT - (with Ctrl) 

shift-- (keypad) 

(outline view) 

shift-+ (keypad) 

(outline view) 

spacebar 

spacebar 

spacebar (with Alt) 
spacebar (with Ctrl) 
t (with Alt) 

TAB 

TAB 

TAB (with SHIFT) 
u (with Alt) 
x (with Alt) 

2 (with Alt) 

9 (with Alt) (outline view) 
0 (with Alt) (outline view) 


Erase, not to scrap 
New line 
New page 
Previous window 
Outline view on/off 
Repeat Search command 
Outline edit on/off 
Column selection on/off 
Select previous sentence 
Select next sentence 
Select line 

Select whole document 

Insert scrap to replace 
selection 

Move to previous field 
Nonbreaking hyphen 
Collapse body text 

Expand body text 

Insert regular space 
Move right in a menu 
Standard character 
Nonbreaking space 

Widen hanging indent 
1/2" + tab 

Insert tab character 
Move to next field 
Move to previous field 
Underline 

Precedes format keys 
if style sheet 

Double space lines 
Raise heading one level 
Lower heading one level 
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The Mouse 

The first section below presents a series of tasks you can perform 
with the mouse. As with the earlier “Keyboard by Actions,” use 
this section if you know what you want to do, but don’t know 
how to do it. The second section below shows the various shapes 
of the mouse pointer as you move it around the screen, and 
explains what each shape means. 

Mouse Actions Mouse actions 

Selecting 

Select a character 



\u] Point to character and click left button. 


Select a word 




\u\ Point to word and click right button. 


Select a sentence 




[■] Point anywhere in sentence and click both buttons at same 
time. 






Select a line 


You can easily highlight a sentence 
with the wou se. Or, yo u can 

iST P1ip!IgTi)l T CTiri1MITiT1 W 

regardless of where sentences end. 



[1] Point in selection bar next to line and click left button. 


Select a paragraph 


ou can easily highlight a sen**" 
ith the Mouse. Or, you can | 
lighlicfht only a single line, 
egardless of where sentences 
nd, highlight ing a paragraph is 
ually easy.4^ 


iTTTTf 

ir 



\m\ Point in selection bar next to paragraph and click right button. 


Select whole document 



\m ] Point anywhere in selection bar and click both buttons at same 
time. 


Moving and Copying 
Move selected text 


ii in me nuuie, yuu nuia auwn uie ■ 

cey then select the place the charac ters 
;hould he and click the appropriate 1 
louse hut ton. 


and with keys.kWith keys, you Move 
text by deleting it to the sera] 
then inserting it at the correc 



Ctrl 


0 
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ED Point to new destination in window. 
H] Hold down Ctrl and click left button. 

Copy selected text 


Then there was ink, pencils, and pens, 
Then there were typewriters and presses, 


In the beginning there was charcoal, 

mmamwmmmmmm 




H Point to new destination in window. 
[2] Hold down shift and click left button. 


Copy character formatting to selected text 


They'd 311 he hyjght -and-lulJ.i 

\ 



ED Point to character with formatting you want to copy. 
[U Hold down Alt and click left button. 


Copy paragraph formatting to selected text 


At the center of the 
discussion was a curious 
lack of balance and 
symmetry, 




argimen 



ED Point in selection bar next to paragraph with formatting you 
want to copy. 

[ 2 ] Hold down Ait and click right button. 









Scrolling 
Scroll vertically 



0 Point in left window border. 

[ 2 ] Click left button to scroll up. 

0 Click right button to scroll down. 

0 Click both buttons at same time to jump to position in 
document relative to pointer position in window border. 

Scroll horizontally 



0 Point to bottom window border. 

[ 2 ] Click left button to scroll left. 

0 Click right button to scroll right. 

0 Click both buttons at same time to jump to position in 
document relative to pointer position in window border. 
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Using Commands 

Choose command, command field, or option 


COMMAND: Alpha Copy Delete Mi 
Options Print QuitlFpIace 

FORMAT CHARACTER bold: Yes 20 
strikethrough: Yefc(No) 
double underline:'Yes(No) 



\u\ Point to choice in command area and click left button. 

Request list of possible responses in fill-in command field 


TRANSFER LOAD filename: | ^ 

Enter filename or select from list 



\u\ Point to command field and click right button. 

Carry out command 

FORMAT^CHARACTER bold: m No 

\m\ Point to capitalized command name and click left button. 

Choose option and carry out command at same time 

FORMAT CHARACTER bold: MS No 
strikethrough: YesLNo 




{m} Point to option in command field menu and click right button. 






Confirm command 


TRANSFER CLEAR ALL: 

Enter Y to save, N to lose edits, or Esc to cancel 
0 Point anywhere in command area and click left button. 

Cancel command 

TRANSFER CLEAR ALL: 

Enter V to save, N to lose edits, or Esc to cancel 

0 Point anywhere in command area and click both buttons at 
same time. 




Controlling Tab Stops and Paragraph Indents 
Turn ruler on 



0 Point to upper-right corner of window and click left button. 

Turn ruler off 



0 Point to upper-right corner of window and click both buttons 
at same time. 
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Set tab stops 



FORMAT TABS SET position: m 
alignHent:(Left)Cenrer 
Enter Measurement 
Page 1 {«■ 


H Choose Format Tabs Set. 

{ 2 } Choose alignment and leader character options. 
5] Point to position on ruler and click left button. 


Clear tab stops 



FORMAT TABS SET position! <VtM 
alignment:(Left)Center 
Enter measurement 
Page 1 {> 


H Choose Format Tabs Set. 

[ 2 ] Point to tab stop marker on ruler and click both buttons at 
same time. 


Move tab stops 


1}=0.1. 2—L—3. 

a } 



FORMAT TABS SET position: 3.6" 
alignment:(Left)Center 
Enter Measurement 
Page 1 {> 



























0 Choose Format Tabs Set. 

0 Choose alignment and leader character options. 
0 Point to tab stop marker on ruler. 

0 Hold down right button. 

0 Move pointer to new tab position. 

0 Release button. 

Change tab alignment or leader character 



FORMAT TABS SET position: <JOM 
alignwent!(Lef t)Center 
Enter we as Lire went 
Page 1 {} 

0 Choose Format Tabs Set. 

0 Choose alignment and leader character options. 

0 Point to tab stop marker on ruler and click left button. 


Move paragraph indents 



FORMAT PARAGRAPH alignnent:(Left> 
keep together: Ves(No) 

0 Choose Format Paragraph. 

0 Point to paragraph indent marker on ruler. 
0 Hold down right button. 

0 Move pointer to new indent position. 

0 Release button. 
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Controlling Windows 

Split window vertically 





=m= 


[■] Point to top window border and click left button. 

Split window horizontally 


□ 



B 


[■] Point to right window border and click left button. 

Split and open an empty window 
=□= 

1 = 



\u\ Point to top or right window border and click right button. 























Open footnote window 


□ 



B 


0 Point to right window border. 

0 Press shift and click either button. 

Close window 

=□= 

c 



® Point to top or right window border and click both buttons 
same time. 

Move window border 



0 Point to lower-right corner of window. 
0 Hold down left button, 
i Move pointer to new position. 

0 Release button. 
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Working in Outline Edit 

Select heading 


.. . 





0 Point to heading and click left button. 

Expand subheadings 

BBHMHlIIil 



0 Point to heading and click right button. 

Collapse subheadings 



0 Point to heading and click both buttons at same time. 
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Pointer shapes 


Pointer Shapes* 

Pointer 


Shape 

Location 

Meaning 

\ 

In window 

Highlight text 

\ 

In command area 

Choose commands and 
responses, ask for help, 
and cancel or carry out 
commands 

1 

t 

In selection bar 

In vertical scroll bar 
(left window border) 

Highlight text 

Scroll up or down in 
document 

t 

In vertical scroll bar 
(left window border) 

Scroll up in document 

f 

In vertical scroll bar 
(left window border) 

Scroll down in document 

H 

In horizontal scroll bar 
(bottom window border) 

Scroll left or right in 
document 

¥ 

In horizontal scroll bar 
(bottom window border) 

Scroll right in document 

¥ 

In horizontal scroll bar 
(bottom window border) 

Scroll left in document 

□ 

In window bar (right or 
top window border) 

Split or close window 

B 

In window bar 
(right window border) 

Split window horizontally 

m 

In window bar 
(top window border) 

Split window vertically 

m 

In window bar (right or 
top window border) 

Close window 

in 

On upper-right corner of 
window 

Turn ruler on or off 

* 

On lower-right corner of 
window 

Move window border 


* These shapes appear with monitor in graphics mode. In text mode you’ll see a 
blinking square shape. 
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The Extended Character Set 

The extended character set includes 256 characters. Besides the 
uppercase and lowercase letters, numbers, punctuation marks, and 
other familiar symbols, the character set includes foreign accented 
characters, mathematical symbols, and graphics characters. Many 
of these are not available on keys. However, Word gives you a 
way to insert any of these characters into your documents. 

To insert special characters: 

[D Hold down Alt. 

HI Press the character code on the keypad on the right side of 
the keyboard. 


Note that characters that do not appear on your keyboard may not 
print on your printer. To print these characters, your printer must 
support this extended character set. 

Note also that some characters in the extended character set are 
reserved for Word, so that pressing their codes will do nothing. 
Others produce an action rather than a symbol; for example, 
pressing Alt-9 creates a tab, but does not display a tab symbol. 
These cases are noted in parentheses in the chart below. 


Inserting special 
characters 




LETTER CODES 


Code 

Character 

Code 

Character 

Code 

Character 

0 

(null) 

15 

8 

30 

A 

1 

@ 

16 

► 

31 

(reserved) 

2 

0 

17 

4 

32 

(space) 

3 

¥ 

18 

t 

33 

t 

4 

♦ 

19 

M 

34 

II 

5 

* 

20 

11 

35 

it 

6 

♦ 

21 

$ 

36 

$ 

7 

» 

22 

■ 

37 

K 

8 

D 

23 

1 

38 

& 

9 

(tab) 

24 

t 

39 

l 

10 

(paragraph)25 


40 

( 

11 

(new line) 

26 


41 

) 

12 

(new page) 

27 

t 

42 

# 

13 

(reserved) 

28 

L 

43 

+ 

14 

fl 

29 

# 

44 

} 
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LETTER CODES 


Code 

Character 

Code 

Character 

Code 

Character 

45 

- 

60 

< 

75 

K 

46 

. 

61 

- 

76 

L 

47 

/ 

62 

> 

77 

M 

48 

0 

63 

? 

78 

N 

49 

1 

64 

0 

79 

0 

50 

2 

65 

A 

80 

P 

51 

3 

66 

B 

81 

Q 

52 

4 

67 

C 

82 

R 

53 

5 

68 

D 

83 

S 

54 

6 

69 

E 

84 

T 

55 

7 

70 

F 

85 

U 

56 

8 

71 

G 

86 

V 

57 

9 

72 

H 

87 

U 

58 

: 

73 

I 

88 

X 

59 

i 

74 

J 

89 

V 
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LETTER CODES 


Code 

Character 

Code 

Character 

Code 

Character 

90 

Z 

105 

i 

120 

X 

91 

[ 

106 

j 

121 

y 

92 

\ 

107 

k 

122 

z 

93 

] 

108 

1 

123 

{ 

94 

A 

109 

M 

124 

j 

95 

_ 

110 

n 

125 

> 

96 

L 

111 

0 

126 

tv 

97 

a 

112 

P 

127 

0 

98 

h 

113 

q 

128 

5 

99 

c 

114 

r 

129 

u 

100 

d 

115 

s 

130 

e 

101 

e 

116 

t 

131 

S 

102 

f 

117 

u 

132 

a 

103 

£f 

118 

V 

133 

a 

104 

h 

119 

w 

134 

A 
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LETTER CODES 


Code 

Character 

Code 

Character 

Code 

Character 

135 


149 

b 

163 

u 

136 

§ 

150 

A 

U 

164 

n 

137 

e 

151 

U 

165 

N 

138 

e 

152 

y 

166 

a 

139 

T 

153 

0 

167 

0 

140 

1 

154 

ij 

168 

l 

141 

i 

155 

< 

169 

r 

142 

ft 

156 

£ 

170 

n 

143 

n 

157 

¥ 

171 


144 

E 

158 

ft 

172 

K 

145 

a 

159 

£ 

173 

* 

146 

ft 

160 

a 

174 

« 

147 

A 

0 

161 

i 

175 

» 

148 

b 

162 

o' 
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GRAPHICS 


Code 

Character 

Code 

Character 

Code 

Character 

176 

iji: 

192 

L 

208 

a 

177 

1 

193 

1 

209 

T 

178 

8 

194 

T 

210 

TT 

179 

1 

195 


211 

U 

188 

i 

196 

- 

212 

b 

181 

1 

197 

+ 

213 

F 

182 

11 

198 

1= 

214 

IT 

183 

n 

199 

H 

215 

II 

184 

=1 

200 

1! 

216 

t 

185 

II 

201 

If 

217 

J 

186 

II 

202 

II 

218 

r 

187 

il 

203 

ir 

219 

1 

188 

n 

204 

if 

220 

■ 

189 

u 

205 

= 

221 

1 

190 

d 

206 

ii 

ir 

222 

1 

191 

1 

207 

± 

223 

■ 
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MATHEMATICAL SYMBOLS 

Code Character Code Character Code Character 


224 

Gt 

235 

6 

246 

225 

P 

236 

W 

247 

226 

r 

237 

* 

248 

227 

n 

238 

6 

249 

228 

l 

239 

n 

250 

229 

(T 

240 

- 

251 

230 

P 

241 

+ 

252 

231 

T 

242 

> 

253 

232 

5 

243 

< 

254 

233 

e 

244 

r 

255 

234 

0 

245 

j 



(reserved) 



Hints for Combining Codes 

You can combine codes from the character set to create compo¬ 
site characters or symbols. If this idea interests you, experiment 
by typing one code after another to see what the combination 
produces. For example, you can combine codes from the “Graph¬ 
ics” portion of the character set to create the window borders 
used in Word. The following list shows some of the code combi¬ 
nations that yield the symbols on some of the keys on the 
extended keyboard. 


Uifi_ SMhbol Character Codes 


ENTER 

i- 1 

A1t-017+ftlt-196+Alt-217 

TAB 

41 

Alt-196+A1H16+Alt-179 

BACKTAB 

M- 

A1t-179+Alt-017+Alt-196 

BACKSPACE 

i- 

A1t-017+Alt-196 
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Appendix B 

Additional Setup Information 


i 


You can set up your Word disk to make starting Word convenient 
and easy. 

In this appendix: 

■ Using directories with Word 

■ Using Word with Windows or TopViewTM 

■ Copying Word to a DOS disk 

■ Other ways to start Word 

■ Using Word with your hardware 

■ Using Word with RAMDrive 


Using Directories with Word using directories with 

Word 

You can use directory names to tell Word where to store and 
locate documents. For example, to save the document MEMO 
in the directory B:\USR\MGR 

m Choose Transfer Save. 

[ 2 ] Type b:\usr\mgr\memo 
5] Carry out the command. 


Take note of the following when using directories: 

■ You place Word in a directory when you run SETUP with a 
hard disk. This directory is the Word program directory, and 
it contains the Word files WORD.COM, MW.PGM, HYPH.DAT, 
MW.INI, MW.HLP (optional), and the .PRD (printer descrip¬ 
tion) files. The program directory can be any directory on any 
drive. 

■ You should use the DOS PATH command to place the program 
directory on the search path. Then you can start Word from 
any directory. If you do not place the program directory in the 
search path, you need to change to the program directory 
when you want to start Word. 
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Using Word with 
Windows or TopView 


Copying Word to a 
DOS disk 


■ Word can save documents in a document directory, instead of 
a document drive. The document directory can be any direc¬ 
tory on any drive. If you have two floppy disk drives, the 
document directory is initially on drive B. Otherwise, the 
document directory is whichever directory you were in when 
you started Word. You can change the document directory 
with Transfer Options. 


Using Word with Windows or TopView 

Microsoft Windows and IBM® TopView use program information 
(PIF) files to supply information needed to run applications. 

A Word program information file is on the Word Utilities 
disk — this file is named WORD.PIF. 

If you have a floppy disk system and you want to use Word with 
Windows or TopView, you need to copy this file to your Word 
disk. 

If you have a hard disk system, the Word SETUP program will 
copy the PIF file to the hard disk automatically. 

If you are using Word with Windows on a system with an EGA 
card, you may prefer to add the /C switch to the PIF file, in the 
box labeled “Parameters.” This runs Word in text mode and makes 
it possible to switch between Word and Windows without quit¬ 
ting either program. 

For more information, see the “Using Standard Applications” 
chapter in the Microsoft Windows User s Guide. 


Copying Word to a DOS Disk 

You may want to make your Word disk a system (bootable) disk. 
If so, you need to make a DOS system disk, then copy the Word 
files to that disk. 

To make a system disk and copy Word: 

Format a blank disk as a system disk with the DOS FORMAT /S 
command. 

Copy the files from the Word disk to the new system disk 
using the DOS COPY command. 


Note Do not use the DOS DISKCOPY command to copy the files 
from the Word disk, because this will overwrite the system files. 
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Word needs at least 20K on the disk to keep changes you make 
during a Word session. Your disk may not contain enough space 
for adding DOS. If you wish, you can remove the Help file from 
the Word disk to make room for DOS. To do this, use the DOS 
DELETE command to delete the file MW.HLP. 


Other Ways to Start Word 

You can start Word to: 

■ Retrieve or create a named document as Word starts. 

■ Take advantage of additional capabilities of your hardware. 


Starting Word with a Document 

There are two ways to start Word with a document. 


Starting Word with 
a document 


■ word filename 

Starts Word and puts the document you name in the window. 
If the document is not on the disk, Word prompts you with 
“Enter Y to create.” Press Y if you want to create a new docu¬ 
ment. Press N if you don’t want to create a new document. 
Example If you type word example Word starts with the 
document named EXAMPLE.DOC in the window. For docu¬ 
ments with the extension .DOC, you do not have to type the 
extension. 

If the document filename has no extension (or an extension 
other than .DOC), type the name followed by a period; for 
example, type word example, to see that document. 

■ word /I 

Starts Word with the document that was in window 1 when 
you last quit Word. If you delete the file MW.INI or move the 
document from where it was when you quit, Word starts up 
with an empty window instead. 

Example Suppose you quit Word with README.DOC in win¬ 
dow 1. Type word 11 to start up with README.DOC in that 
window. 
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Starting Word with 
different hardware 
setups 


Variations in what 
you see on the screen 


Starting Word with Different Hardware Setups 

If your monitor adapter has a graphics mode, Word uses it to 
show character formatting. Some adapters do not have color avail¬ 
able in graphics mode. In this case, if you want color, start Word 
in text mode. 

Here are ways to start Word to take advantage of different 
hardware capabilities: 

word /c Starts Word in character (text) mode. 

word /h Starts Word using a smaller character size to 

display more lines of text. This option is effective 
only for video cards and monitors that can display 
high resolution. 

If, for example, you have a Hercules tm Graphics 
adapter installed, /H gives you a 90-character by 
43-line display. 


The characters /C, /H, and /L are called switches. You can com¬ 
bine any one of the hardware switches (/C, /H) with automatic 
document loading. For example, you can type word // /c or word 
letter /c 

You cannot start Word with more than one hardware switch. 


Using Word with Your Hardware 

If you are using more than one monitor or graphics card, Word 
uses the one that is active when you start Word. 

If you need more information about how Word works with 
printers, see the booklet included in this package, Printer Infor¬ 
mation for Microsoft Word. 

Variations in What You See on the Screen 

In graphics mode, Word uses graphics to display character format¬ 
ting similar to the way the characters appear when printed. Italics, 
bold, small capitals, underline, double-underline, superscript, sub¬ 
script, and strikethrough are shown. 

In text mode when color is available, standard characters appear 
in the display’s normal color, bold appears intensified, and all 
other formatting (except fonts) appears in a color other than the 
background color. 
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In text mode with a monochrome card, standard characters 
appear in the display’s normal color, bold appears intensified, and 
all other character formatting (except fonts) appears underlined. 

Using Word with an EGA Card 

If you have an Enhanced Graphics Adapter from IBM, Word takes 
advantage of it to display screen graphics with any of these three 
monitors: RGB color, IBM monochrome, or Enhanced Color 
Display. 

The Word screen appears in a different resolution, depending on 
which monitor you are using. 


If you have 

EGA card with standard RGB 
color monitor 

EGA card with standard IBM 
monochrome monitor 

EGA card (64K) with 
Enhanced Color Display 

EGA card (128K or more) 
with Enhanced Color Display 


Word displays 

640 X 200 dots/inch, 16 colors, 
80 characters by 25 lines 

640 x 350 dots/inch, 80 charac¬ 
ters by 25 lines 

640 x 350 dots/inch, 80 charac¬ 
ters by 25 lines 

640 x 350 dots/inch, 16 colors, 
80 characters by 25 lines 


Note The list above describes the display that you see if you 
start Word without the /H switch. 

If you have an EGA card with a monochrome monitor or an 
Enhanced Color Display and start Word with the /H switch, the 
display has the same number of colors and dots per inch, but it 
is 80 characters by 43 lines. 


Variations of the Mouse Pointer 

If you have a Microsoft mouse and start Word in graphics mode, 
the mouse pointer changes shape as it moves over sensitive areas 
on the screen. 

If you start Word in text mode, the pointer is a blinking square, 
which changes in height as it moves over different areas of the 
screen. 

■ In the window, the square is the same height as the lowercase 
letters. 

■ In the selection bar, the square is the height of capital letters. 

■ In window borders, the square is the height of a capital letter 
plus a lowercase letter. 


Variations of the 
mouse pointer 
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B.1 Text Mode Mouse 
Pointers 


Using Word with 
RAMDrive 


In window borders 
In selection bars 
In text and command area 



For information on installing the mouse on your system, see the 
manual included with your mouse. 


Using Word with RAMDrive 

You can use Word with Microsoft RAMDrive or another electronic 
disk. You will get enhanced performance if you use extended 
memory (above 640K) for RAMDrive. 

Make sure the RAMDrive or electronic disk is correctly installed, 
as described in the manual included with the RAMDrive or elec¬ 
tronic disk. 

To use Word with RAMDrive, you need to copy the Word files to 
RAMDrive. Then you can start Word. 

ED Copy the following files to RAMDrive from the Word disk: 

■ MW. PGM 

■ MW. INI 

■ WORD.COM 

■ HYPH.DAT 

■ MW.HLP (optional) 

■ The .PRD files for the printers you will be using (these are 
on the Printer disk or the Utilities disk) 

1. 2 J At the system prompt, type the designator for RAMDrive — for 
example, type d: 

Word now looks for Word program files in the RAMDrive 
rather than on a disk. 

® Start Word. 
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You can start Word with any options discussed in this appendix, 
such as /C or /L. 


Note If you want Word to have a record of which options you 
choose with the Options, Printer Options, and Window Options 
commands during the editing session, you must copy the MW.INI 
file from the RAMDrive to the Word disk before turning off the 
computer. 








Appendix C 
Preparing Documents 
for Exchange 


You can prepare documents from other programs, such as Micro¬ 
soft Multiplan®, WordStar®, or Ready! tm, to use as Word docu¬ 
ments. You can also prepare Word documents for use with other 
programs. 

In this appendix. 

■ Preparing documents from the outside for Word 

■ Preparing Word documents for the outside 


For instructions on converting programs from one file format to 
another, see Appendix D, “Changing File Formats.” 


Preparing Documents from the Outside 

Word can use documents from many sources, including Microsoft 
Multiplan, many spreadsheet programs, database programs, and 
text editors. A few simple preparations are needed. 

In most cases, these preparations involve making the files from 
outside Word into ASCII format files. After you convert the file 
to ASCII format, you can load the file into Word without further 
conversion. The manual for the program that created the file 
should tell you how to create ASCII files if this is not the 
program’s standard format. 
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Preparing Multiplan 
files 


Preparing WordStar 
files 


Converting a 
WordStar file to Word 


Preparing Multiplan Files 

To prepare a Multiplan file for Word: 

Start Multiplan and retrieve the worksheet you want to 
prepare. 

If you want only a portion of the worksheet, adjust the print 
area (with the Print Options command) to specify only the 
portion you want. 

Choose Print File, then enter a filename. 

For convenience, add the extension .DOC. 

Carry out the command. 

Quit Multiplan. 

Start Word and retrieve the Multiplan “print” file. 

If necessary, adjust the margins and page width with Format 
Division Margins. 


Note that the worksheet format is the result of spaces and extra 
paragraph marks, not paragraph formatting. 

Preparing WordStar Files 

The Word Utilities disk contains a program called CONVWS that 
converts WordStar document files to Word documents. 

WordStar “nondocument” files can be retrieved with the Transfer 
Load command; no conversion is necessary. 

Most WordStar formatting information is converted to the 
equivalent Word format with the CONVWS program. The main 
exception are dot commands. CONVWS does not process the for¬ 
matting information contained in WordStar dot commands. 

Instead, CONVWS inserts three asterisks in the Word document 
wherever a dot command occurs. 

For example, a “.HE” command in a WordStar file would be con¬ 
verted to “***.HE” in the Word file. This makes it easy for you to 
search your document in Word, find the WordStar dot commands, 
then adjust the format as you wish. 

To convert a WordStar file to Word: 

Start DOS. 

When you see the DOS prompt, remove the DOS disk and 
insert the Word Utilities disk in drive A. 
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H] Type convws 
0 Press ENTER. 

CONVWS asks you to type the name of the WordStar file you 
want to convert. 

[ 5 ] Remove the Word Utilities disk. 

S Insert the disk containing the WordStar file in any drive 
and the disk that is to contain the Word document in any 
other drive. 

Important Do not remove the disks until conversion is 
complete. 

[7] Type the name of the WordStar file. 

You can include a drive designation. You must include the 
extension if the filename has one. 

0 Press ENTER. 

CONVWS asks you to type a name for the new Word docu¬ 
ment. 

[ 9 ] Type a name for the new Word document. 

Do not type an extension. You can include a drive designation. 
M Press ENTER. 

CONVWS now asks you to enter the document’s width. Stan¬ 
dard WordStar documents have a right margin width of 65 
characters. If you used the standard width in WordStar, you 
don’t need to enter anything; CONVWS will assume the stan¬ 
dard width. 

If you used a nonstandard right margin width in WordStar, you 
need to enter this width. The value you enter should be identi¬ 
cal to the number used in WordStar’s “set right margin” ("OR) 
command. 

0 Once you enter this number, or decide that the standard width 
is fine, press enter. 

CONVWS displays a message telling you when the conversion 
is complete. The message also asks you for the name of 
another WordStar file to convert. 

0 If you wish to convert another file, press Y, then repeat 
steps 7—11. 

If you do not want to convert another file, press Esc to quit. 




184 


Transferring Ready! 
files 


Transferring Ready! Files 

You can transfer outline files from the Ready! program to Word. 
The Ready! files can be loaded as outlines in outline view. This 
process involves two steps: 

■ Modifying the CONFIG.RDY file on the Ready! disk to prepare 
Ready! files for transfer. 

■ Transferring an outline to Word. 


To modify CONFIG.RDY: 

ED Start Ready!. 

0 Load the CONFIG.RDY file from the Ready! disk or from a 
directory. 

0 Expand the “About the Software You’re Using” heading. 

0 Expand the “Current Setups” heading. 

0 Expand the “Word” heading. 

0 You will see these lines: 


-word processing prograM frow Microsoft 

-{fast) 

-{null} 

-{enter} 

-{null) 

-{null} 

-{tab} 

-{null} 


Change the sixth, seventh, and eighth lines so that the lines 
read: 


-word processing prograw fron Microsoft 

-{fast} 

-{null} 

-{enter} 

-{Poke 0 129} 

-{Poke 0 128} 

-{null} 

-{null} 
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0 Save the CONFIG.RDY file. 

51 Choose the Setup command (press S). 

51 Choose Word (press M). 

M Press Ctrl-5 to make the Ready! screen disappear, leaving the 
program resident in memory. 


Now you are ready to transfer Ready! outlines to Word. Use the 
following procedure, first making sure that Ready! is resident in 
memory. 

To load a Ready! outline into Word: 

0 Start Word. 

51 Switch to Ready!. 

51 Load the Ready! outline you want to transfer. 

0 If you don’t want to transfer the entire outline, select the por¬ 
tion of the outline you want to transfer. 

51 Switch back to Word. 

51 Switch to outline view by pressing shift-F2. 

0 Press Ctrl-SHiFT-5 (on the keypad). 

The Ready! outline appears on the screen as a Word outline, 
with the levels assigned appropriately. 


Preparing Word Documents for the Outside 

For efficiency, Word stores text and formatting information in 
document files using a unique arrangement that is not usable 
by most other programs. The following procedures show you how 
to prepare documents for use with other software products, for 
telecommunication, and for computer programs. 

Choose one of the following, based on what the other program 
expects: 


Preparing Word 
documents for 
the outside 


■ If the other program reads Word document files, no prepara¬ 
tion is needed. 

■ If the other program expects an ASCII file, use one of the two 
methods described below. 
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Preparing Word 
documents for 
telecommunication 


Method 1 This method stores a Word document as an ASCII file 
with carriage returns only at the end of paragraphs. 

0 Choose Transfer Save. 

0 Choose No in the “formatted” command field and carry out 
the command. 


Method 2 This method “prints” the Word document as an ASCII 
file. This file has carriage returns, margins, indents, page breaks, 
running heads, and footnotes (but no character formatting). 

0 Choose Print Options. 

0 Type plain in the “printer” command field and carry out the 
command. 

0 Choose Print File. 

0 Type a filename and carry out the command. 


Preparing Word Documents 
for Telecommunication 

To prepare a Word document for telecommunication, choose one 
of the following, depending on what type of file the recipient 
expects: 

■ If the recipient has Word, no preparation is needed. 

■ If the recipient expects an ASCII file, use the procedure below. 
This method “prints” the document as an ASCII file. The file 
contains no character formatting, no running heads, and no 
page breaks. 


To create an ASCII file for telecommunication: 

0 Choose Format Division Margins. 

0 Type 0" (zero inches) in the four “margin” command fields. 

0 In the “page width” command field, type the length, in inches, 
you want each line to be. 

For example, if you want a 65-character line length, type 6.5" 
in the “page width” command field. 

0 Carry out the command. 

0 Choose Print Options. 

0 Type plain in the “printer” command field and carry out the 
command. 

J Choose Print File, then type a filename and carry out the 
command. 
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Preparing Word Documents 
for Computer Programs 


Preparing Word 
documents for 
computer programs 


Setting top and bottom margins to 0 (zero) in Format Division 
Margins prevents page breaks. 

To prepare a Word document for use as a computer source 
program: 

■ If the document has a carriage return at the end of every line, 
save it as an unformatted ASCII file. (To do this, choose No in 
the “formatted” field of Transfer Save.) 

If the document contains tab characters, they will be retained 
in the saved ASCII file. 

■ If you want to remove all tabs from the Word document 
before you use it as a computer source program, follow this 
procedure: 

0 Choose Format Division Margins. 

0 Type 0” (zero inches) in the four “margin” command fields. 

0 In the “page width” command field, type the length, in 
inches, you want each line to be. 

For example, if you want a 65-character line length, type 
6.5” in the “page width” command field. 

0 Carry out the command. 

0 Choose Print Options. 

0 Type plain in the “printer” command field and carry out 
the command. 

0 Choose Print File, then type a filename and carry out the 
command. 









Appendix D 
Changing File Formats 


This appendix describes CONVERTD, RFTOWORD.EXE, and 
WORDTORF.EXE. The CONVERTD program changes the format 
of files for use with different programs. The RFTOWORD.EXE pro¬ 
gram converts Revisable-Form-Text DCA documents to Word 
documents. WORDTORF.EXE converts Word documents to DCA 
format. 

In this appendix: 

■ Using CONVERTD 

■ CONVERTD options 

■ Converting DCA and Word documents 


Using CONVERTD 


CONVERTD works with the six major types of files used by nearly 
all application programs. If you have any questions about the for¬ 
mat of the files produced by an application, check your program 
manual for information. 

The file you start with (the input file) may be any of the 
following: 

Columnar Text Files: ASCII text files organized into columns. 
Most spreadsheet programs produce columnar text files when 
they are printed to a file. 

Delimited Text Files: ASCII text files with fields separated by 
some kind of delimiter or marker, such as a comma or tab char¬ 
acter. They may also use a special quote character to enclose text 
within fields. 

DIF (VisiCorp® Data Interchange Format) Files 

dBASE II® (Symbolic Data Format) Text Files: Delimited text 
files that use the single close-quote character (’) as a delimiter. 
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Starting CONVERTD 


Naming your files 


SYLK (Microsoft Symbolic Link File Format) Files 

You can use CONVERTD to convert a file to an output file in any 
of the following formats: 

■ Columnar text files 

■ Delimited text files 

■ DIF files 

■ dBASE II text files 

■ SYLK for Microsoft Multiplan 

■ SYLK for Microsoft Chart. The first column is interpreted as 
“categories,” and the first row is interpreted as “series” names. 

Starting CONVERTD 

To begin the CONVERTD program: 

E Insert the Word Utilities disk in drive A. 

[2] Insert the disk with the input file in drive B. 

[H Type convertd and press enter. 

CONVERTD asks you to supply information about the files you 
want to convert and the way you want them to look once they 
are converted. Type a response in the appropriate command field 
and press enter. In some cases, you see a proposed response. You 
can either accept the proposed response by pressing enter, or you 
can replace it by typing another response and pressing enter. 

You can use the backspace key to erase any mistakes you make 
while typing a response. If you change your mind about a file, you 
can press Esc to cancel the conversion at any time while you are 
answering the questions asked by CONVERTD. 

Naming Your Files 

You need to give the CONVERTD program the name of the file 
you want to convert and the name you want to give to the con¬ 
verted version of the file. The following command fields appear 
on the screen: 


Input file (Enter a filenane): 


Output file (Enter a filename): 
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To name your files: 

DD In the “Input file” command field, type a drive designation and 
colon, followed by the name of the file you want to convert 
and press enter. 

For example, type b:data 

[2] In the “Output file” command field, type a drive designation 
and colon, followed by the name you want to give to the new 
output file and press enter. 

For example, type b.newdata 


You can use the same name for both the input and output files if 
they are on different disks (for example, type a:data for the input 
file and b:data for the output file), but you must give the output 
file a different name if it will be stored on the same disk as the 
input file. 

Selecting Input File Format 

After you specify the input and output files, the program displays 
a list of the file formats you can convert and asks you to select 
one: 

1. Cohmnar text file 

2. Delini ted text file 

3. DIF 

4. dBASE II text file 

5. SYLK for Microsoft Multiplan 
Select input file format (1-5): 2 


To select input file format: 

[■] Press enter to accept the proposed response ( 2 ). 
or 

Type the number of the file format for the file you want to 
convert and press enter. 


Selecting input file 
format 
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Specifying column Specifying Column Widths 
widths 

If your input file format has columns, you are asked to specify the 
column widths. You will see the message: 

Enter list of coluwn widths (e.g. 20,5) 


You can enter a single number representing the width of every 
column, or if the width of the columns in the file varies, you can 
specify several widths. 

For example, 20,5 means that the first column is 20 characters 
wide and the rest of the columns are 5 characters wide. If you do 
not specify column widths, CONVERTD assumes that all columns 
are ten characters wide. 

To specify column widths: 

E Type the column widths, separated by commas, in the “Enter 
list of column widths” command field. 

E Press ENTER. 


Specifying a quote Specifying a Quote Character 
character 

If your input file has a format that uses a quote character to 
separate strings of text within fields, you need to tell CONVERTD 
which quote character the file uses. Usually, this is either the dou¬ 
ble quotation mark (as in ”Feb”) or the single close-quote charac¬ 
ter (as in ’Feb’). You will see the command field: 


Enter text quote character: 11 


To specify a quote character: 

\u\ Press enter to accept the proposed response ("). 
or 

Type a single quote character and press enter. 

Specifying a field Specifying a Field Delimiter Character 
delimiter character 

If you specify that you want to convert a delimited text file, 
CONVERTD asks you for the character used as a delimiter. 
Typically, the delimiter is a comma or a tab character separating 
fields in a data record. 
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For example, a delimited text file that uses the double quotation 
mark (”) as the quote character and a comma (,) as a field delim¬ 
iter might look like this. 


"Jan", 125, "Feh", 195, "Mar", 200 


The command field looks like this: 


Enter field deliwiter character: , 


To specify a field delimiter character: 

® Press enter to accept the proposed response (,). 
or 

Type the field delimiter character and press enter. 

Converting Part of a File 

The next command field you see allows you to convert all or part 
of the input file: 

Select a part of the input file (V or N): N 


\u ] To convert the whole input file, press enter to accept the pro¬ 
posed response (TV). 

\m\ To convert only part of the input file, press Y, then press 

enter. Then you need to answer the following questions about 
which part of the file you want to convert: 


Enter list of selected rows (e.g. 5,10:20): 


Enter list of selected colimns (e.g. 5,10:20): 


You can specify any combination of single rows or columns 
separated by commas (,). You can specify ranges of rows or 
columns separated by colons (:). 


Converting part 
of a file 
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Choosing a format 


For example, 5,10:20 means row or column 5, and 10 through 20. 

E Type the numbers or ranges of the rows you want to convert 
and press enter. 

HI Type the numbers or ranges of the columns you want to con¬ 
vert and press enter. 

Next, you are asked to indicate whether you want the informa¬ 
tion in the file you are converting to be arranged by rows or 
columns: 

Input by rows or by colunns (R or C): R 

E To arrange the information by rows, press enter to accept the 
proposed response (i?) 

0 To arrange the information by columns — that is, to change 
rows to columns and columns to rows — type C and press 
ENTER. 


Describing the Output File 

Once you finish describing the file you are converting, you need 
to give the CONVERTD program some information about how you 
want the new, converted file to look. First, a numbered list of out¬ 
put file formats is displayed: 


1. Columnar text file 

2. Delini ted text file 

3. DIF 

4. dBASE II text file 

5. SVLK for Microsoft Multipian 

6. SVLK for Microsoft Chart 
Select output file fomat (1-6): 6 


To choose the format that you want to load into your application 
program: 

Press enter to accept the proposed response ( 6 ). 
or 

Type the number of the file format you want to convert your 
file to and press enter. 
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If the output file format you choose has columns, you also need 
to specify the column widths for the output file. You will see the 
command field: 


Enter list of colimn widths (e,g, 20,5): 

To specify column widths: 

\u\ Type the column widths you want and press enter. 


Specifying column 
widths 


If the file format you choose has field delimiters, you need to tell 
CONVERTD which character is used: 


Enter field del ini ter character: , 


To specify a field delimiter character: 

H Press enter to accept the proposed response (,). 
or 

Type the field delimiter character and press enter. 


Specifying a field 
delimiter character 


If the file format you choose uses a special quote character, you 
also need to tell the CONVERTD program which quotation char¬ 
acter to use. You will see the command field: 


Enter text quote character: " 

To specify a quote character: 

\u\ Press ENTER to accept the proposed response (")• 
or 

Type a single quote character and press enter. 


Specifying a quote 
character 


After you respond to the last command field and press enter, you 
will see the message: 


Processing files, Row: Coluhn! 
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CONVERTD options 


The number of the row and column will change as the file is 
being converted. When the conversion is finished, the new output 
file is ready to be used with your application program. 


CONVERTD Options 

If you prefer, you can give one or more options on the com¬ 
mand line when you start the CONVERTD program. Adding 
options reduces the number of questions you’ll be asked, since 
CONVERTD prompts only for any information you do not supply 
on the command line. 

Each option consists of a slash followed by one or two char¬ 
acters. In most cases, the option must be followed directly by 
a colon and some additional information, such as a filename or 
column width. There should be at least one space between the 
CONVERTD command and the first option, as well as between 
any additional options. 

For example, to start CONVERTD with the name of the file you 
want to convert and to specify that all columns are to be 12 char¬ 
acters wide, you would type: 

convertd / i.report.txt /w:12 

if your input file is on the same disk as the CONVERTD program, 
or 

convertd /i:b:report.txt /w:12 

if your input file is not on the same disk with the CONVERTD 
program. 

The following options allow you to specify the input and output 
filenames: 

Option Meaning You must supply 

/i: Input filename The name of the file you 

want to convert (the input 
file), including any filename 
extension. 

/o: Output filename The name you want for the 

converted (output) file. 

The following options can apply to either the input or the output 
file. Any that appear following /o: apply to the output file. Other¬ 
wise, they refer to the input file, whether or not you use the /i: 
option. 
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Option 

Meaning 

You must supply 

/f: 

File format 

The number that corresponds 
to the file format you are 
converting from or to. See 
the lists earlier in this appen¬ 
dix for the numbers to use. 

/w: 

Column width 

The width for each column. 
For example, 20,5 means that 
the first column will be 20 
characters wide and the 
remaining columns 5 char¬ 
acters wide. 

/q: 

Quote character 

The ASCII quote character. 

/d: 

Field separator 

The ASCII field separator 
character. 


The following options can appear anywhere in the command line: 

Option Meaning You must supply 

/sr: Select rows The numbers of the rows you 

want to convert. You can 
specify the rows individually 
or in ranges. For example, 
1,5:10 means to convert row 
1 and rows 5 through 10. 

/sc: Select columns The numbers of the columns 

you want to convert. The 
columns may be specified 
individually or in ranges. For 
example, 2,4:100 means con¬ 
vert column 2 and columns 
4 through 100. 

/r Arrange by rows No further information 

required. Reads input by 
rows; does not transpose 
rows and columns. 

/c Arrange by columns No further information 

required. Transposes rows 
to columns and columns 
to rows. 
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Converting DCA 
documents to Word 
format 


Converting DCA and Word Documents 

You can use the DCA conversion programs on the Word Utilities 
disk to convert your Revisable-Form-Text DCA documents to 
Word format. After you convert a DCA document, you can begin 
working on it in Word. You can also convert Word documents to 
the Revisable-Form-Text DCA format. 

The two DCA conversion programs are RFTOWORJD.EXE and 
WORDTORF.EXE. RFTOWORD.EXE converts revisable form DCA 
documents to Word format, and WORDTORF.EXE converts Word 
documents to revisable form DCA format. 

To convert a document, you start either of these programs from 
DOS. The DCA conversion programs convert your documents 
automatically; you just need to type the complete DOS pathname 
of the document you want to convert — your input document. 
You also type a DOS pathname for the converted document — 
your output document. 

A DCA conversion program leaves you with two files after con¬ 
version: your output document (the converted document) and 
your original input document. 

To convert a Word document with style sheets or multiple 
columns, you need to reformat it. For more information, read 
“Style Sheets” or “Multiple Columns” in the section “Converting 
Word Documents to DCA Format” in this appendix before starting 
the program. 

Reformatting is also necessary to convert a DCA document con¬ 
taining document comments. For more information, read the sec¬ 
tion “Converting DCA Documents to Word Format” in this appen¬ 
dix before starting the program. 

Note When you convert a DCA document, it becomes approxi¬ 
mately 25 percent larger; a Word document converted to DCA 
format becomes approximately 25 percent smaller. This is because 
of the document structure differences between Word and DCA. 
You do not lose or gain any text. 


Converting DCA Documents to Word Format 

This section describes how to use the RFTOWORD program for 
converting a DCA document to Word format. 

RFTOWORD converts document comments and line drawings 
(two possible formats in a DCA document) differently from the 
way it converts other DCA document formats. If your document 
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contains either of these formats, read “Document Comments” and 
“Line Drawings” later in this section. 

Starting the RFTOWORD Program 

To convert a DCA document, you first start the RFTOWORD pro¬ 
gram. The following procedure explains the most common way to 
start the program with either a hard or floppy disk system. 

To start the RFTOWORD program: 

ffl Insert the Word Utilities disk in drive A. 

[ 2 ] If the DCA document you want to convert is on a floppy disk, 
insert the disk into your floppy disk drive. 

[3] At the A> prompt, type rftoword and press enter to start the 
program. 

Note If you need to exit RFTOWORD at any time and return 
to DOS, press Ctrl-Break. (The Break key is the same as the Scroll 
Lock key.) However, if you press Ctrl-Break during conversion, 
RFTOWORD leaves you with an incomplete Word document. 

Converting Your DCA Document 

After you start the RFTOWORD program, it prompts you for the 
name of the input document. 

H Type the complete pathname of the input document. (If your 
document is on the B drive, you type b: before you type the 
pathname.) Use the backspace key to make any corrections. 
Press ENTER. 

[ 2 ] Type the complete pathname you want to give to the output 
document, including drive designation and directory name if 
necessary. 

(You may want to change only the extension of your output 
document. For example, you could change FILENAME.RFT to 
FILENAME.DOC.) 

RFTOWORD leaves your original input document where it is. 
If your input document is in your current directory, give the 
output document a new name or change its directory; other¬ 
wise, the program will overwrite the input document. 

S Press ENTER. 

The program displays the message “Page x.x.x,” indicating it is 
converting your document. (The program uses an internal sys¬ 
tem of page measurement that does not correspond to the 
page numbering in your document.) 


Starting the 
RFTOWORD program 


Converting your DCA 
document 
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Converting Word 
documents to DCA 
format 


Starting the 
WORDTORF program 


0 When the conversion is complete, you see the message “File 
conversion complete” and a prompt asking whether you want 
to convert another document. Press N to return to DOS, or 
press Y to repeat steps 1-3 to convert another document and 
press ENTER. 

Document Comments 

The program deletes any document comments in your DCA docu¬ 
ment. If you want document comments, you can type them in as 
text before saving your document and converting it to the Word 
format. 

Line Drawings 

When you convert a document to Word, the program deletes 
any line drawings you have created with specific line drawing 
commands. 

Converting Word Documents to DCA Format 

This section describes how to use the WORDTORF program for 
converting a Word document to DCA format. 

WORDTORF converts style sheets, font sizes and types, Merge 
commands, and multiple columns differently from the way it con¬ 
verts other Word formats. If your Word document contains these 
types of formats, read “Fonts,” “Merge Information,” “Style Sheets,” 
and “Multiple Columns” later in this section. 

Starting the WORDTORF Program 

To convert a Word document, you first need to start the 
WORDTORF program. 

To start the WORDTORF program: 

E Insert the Word Utilities disk in drive A. 

[2 If the Word document you want to convert is on a floppy disk, 
insert the disk into your floppy disk drive. 

[2 At the system prompt, type wordtorf and press enter to start 
the program. 

Note If you need to exit WORDTORF at any time and return to 
DOS, press Ctrl-Break. (The Break key is the same as the Scroll 
Lock key.) However, if you press Ctrl-Break during conversion, 
WORDTORF leaves you with an incomplete DCA document. 
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Converting Your Word Document 

After you start the WORDTORF program, it prompts you for the 
name of the input document. 


Converting your Word 
document 


H Type the complete pathname of your input document. (If your 
document is on the B drive, you type b: before you type the 
pathname.) Use the backspace key to make any corrections. 
Press ENTER. 

E] Type the complete pathname you want to give your output 
document. 

(You may want to change only the extension of your output 
document. For example, you could change FILENAME.DOC to 
FILENAME.RFT.) 

WORDTORF leaves your original input document where it is. 

If your input document is in your current directory, give the 
output document a new name or change its directory; other¬ 
wise the program will overwrite your input document. 

[H Press ENTER. 

The program displays the message “Page x.x.x,” indicating it is 
converting your document. (The program uses an internal sys¬ 
tem of page measurement that does not correspond to the 
page numbering in your document.) 

0 When the conversion is complete, you see the message “File 
conversion complete” and a prompt asking whether you want 
to convert another document. Press N to return to DOS, or 
press Y to repeat steps 1-3 to convert another document. 

Press ENTER. 


After you convert a Word document to DCA format, you can work 
on it with any system that can read or interpret Revisable-Form- 
Text DCA documents. 

Fonts 

When the WORDTORF program converts a Word document to 
DCA format, it changes any unknown font type or size to the 
closest equivalent in the DCA format. 

Merge Information 

WORDTORF converts merge instructions and information in your 
document as if they were regular text. This means you do not 
have merge capabilities in the converted document. As long as 
you don’t alter the information in the converted document, you 
can still use it if you convert the document back to Word format. 
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Freezing style sheet 
formatting 


Merge information includes field names and conditional instruc¬ 
tions, and characters such as: 

« 

» 


Note Text from a data document will not appear in your DCA 
document because it is included in a Word document only when 
printed. 

Style Sheets 

When you convert a Word document that has been formatted 
with a style sheet, WORDTORF ignores the style sheet and con¬ 
verts only the formatting contained in the document itself. How¬ 
ever, you can “freeze” style sheet formatting in the document so 
the program will include it in your converted document. 

To freeze style sheet formatting, use the Format Character and 
Format Paragraph commands before you convert your document: 

Q] Load the document into Word. 

E Press shift-FIO to select the entire document. 

E Press Esc. 

H Choose Format Character. 

[ 5 ] In the “uppercase” field, choose No. 

E Carry out the command. 


Now use the Format Paragraph command: 
ffl Press Esc. 

[ 2 ] Choose Format Paragraph. 

E Tab to the “keep together” field and choose No. 
E Carry out the command. 


Your document is now directly formatted with the style sheet 
information. 

If you want to keep a copy of the original document (the one that 
uses a style sheet), save your current changes under a different 
filename. Use the Transfer Save command, then the Quit 
command. 
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If you don’t want a copy of the original document, use Quit 
without using Transfer Save. Press Y in response to the message 
“Enter Y to save, N to lose edits, or Esc to cancel.” This saves the 
document under its original name. 

Multiple Columns 

WORDTORF will not correctly convert a Word document format¬ 
ted with multiple columns. You can, however, correctly convert 
the document if you reformat it as one column before you con¬ 
vert it. 

To reformat a multiple-column document as a single-column 
document: 

CD Load the document into Word. 

[2] Press shift-FIO to select the entire document. 

[U Press Esc. 

0 Choose Format Division Layout. 

0 Tab to the “number of cols” field and type 1 
0 Carry out the command. 


Your document is now formatted as one column. 

If you want to keep a copy of the original document (the one 
with multiple columns), save your current changes under a dif¬ 
ferent filename. Use the Transfer Save command, then the Quit 
command. 

If you don’t want a copy of the original document, use Quit 
without using Transfer Save. Press Y in response to the message 
“Enter Y to save, N to lose edits, or Esc to cancel.” This saves 
the document under its original name. 


Messages 

This section lists all the messages that may appear in the message 
line when you use the DCA conversion programs. The list is in 
alphabetical order, and includes an explanation of the probable 
cause of each message and possible responses. 

DCA path open error 

■ You specified an invalid pathname, or the directory is full. 
Try converting again, making sure you specify an existing 
pathname for the output document. If there is still a problem, 
create more space on your disk. 


Messages 





File conversion complete 

■ Your document has been converted successfully. 

Input DCA document or path not found 

■ You specified an invalid DCA document or pathname. 

Try converting again, making sure you specify an existing 
filename or pathname. 

Input DCA document read error 

■ The program had difficulty reading the DCA document. You 
may have a problem with your disk, your document may be 
on a non-DOS disk, or you may be locked out of the docu¬ 
ment if you’re on a networking system. 

Be sure your document is on a DOS disk and that you are not 
locked out of it on a networking system. If there is still a prob¬ 
lem, see your DOS manual for information on identifying disk 
problems. 

Input document is not a valid DCA document 

■ You specified a non-DCA document. 

Be sure your document has been converted to Revisable-Form- 
Text DCA format. 

Input document is not a valid Word document 

■ You specified a non-Word document. 

Be sure your document is a formatted Word document. 

Input Word document or path not found 

■ You specified an invalid Word filename or pathname. 

Try converting again, making sure you specify an existing 
filename or pathname. 

Input Word document read error 

■ The program had difficulty reading the Word document. You 
may have a problem with your disk, or you may be locked 
out of the document if you’re on a networking system. 

Be sure your document is on a DOS disk and that you are not 
locked out of it on a networking system. If there is still a prob¬ 
lem, see your DOS manual for information on identifying disk 
problems. 

Not enough disk space for conversion 

■ The DCA conversion program does not have enough disk space 
to work in. 

Create additional space on the Word Utilities disk. 
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Output DCA document write error 

■ There is not enough disk space to write your DCA document, 
there is a write-protect tab on your disk, or the program 
encountered an error in writing the DCA document. 

Be sure there is no write-protect tab on your disk. If there is no 
write-protect tab, create more space on the disk and try con¬ 
verting again. Or try converting with another disk. 

If there is still a problem, see your DOS manual for information 
on identifying disk problems. 

Output Word document write error 

■ There is not enough disk space to write your Word document, 
there is a write-protect tab on your disk, or the program 
encountered an error in writing the Word document. 

Be sure there is no write-protect tab on your disk. If there is no 
write-protect tab, create more space on the disk and try con¬ 
verting again. Or try converting with another disk. 

If there is still a problem, see your DOS manual for information 
on identifying disk problems. 

Page x.x.x 

■ The DCA conversion program is converting your document. 
Note that the program uses an internal system of page mea¬ 
surement that doesn’t correspond to the page numbering in 
your document. 

Running footer exceeds maximum of 1000 characters 

■ The footer text in your DCA document exceeds 1000 
characters. 

Edit the footer in the DCA document you are converting; 
make the footer 1000 characters or less. 

Running header exceeds maximum of 1000 characters 

■ The header text in your DCA document exceeds 1000 
characters. 

Edit the header in the DCA document you are converting; 
make the header 1000 characters or less. 

Seek error on input Word document 

■ The program encountered formatting that has somehow 
become unusable. 

With Word, delete any unusual characters you find in the docu¬ 
ment, then save the document and try converting again. 



Seek error on work file 

■ The program encountered an internal error while converting 
your document. 

Copy the programs to a new disk and retry conversion. 

Word character format error 

■ The program encountered Word character formatting that has 
somehow become unusable. 

With Word, delete any unusual characters you find in the char¬ 
acter formatting, then save the document and try converting 
again. 

Word document open error 

■ You specified an invalid pathname, or the directory is full. 

Try converting again, making sure you specify an existing 
pathname for the output document. If there is still a problem, 
create more space on your disk. 

Word paragraph format error 

■ The program encountered Word paragraph formatting that has 
somehow become unusable. 

With Word, delete any unusual characters you find in the para¬ 
graph formatting, then save the document and try converting 
again. 

Word running head format error 

■ The program encountered Word running head formatting that 
has somehow become unusable. 

With Word, delete any unusual characters you find in the run¬ 
ning head formatting, then save the document and try convert¬ 
ing again. 

Work file read error 

■ The program had difficulty creating work space for the docu¬ 
ment being converted. You may have a problem with your 
disk. 

See your DOS manual for information on identifying disk 
problems. 

Work file write error 

■ The DCA conversion program does not have enough disk space 
to work in, there is not enough disk space to write your docu¬ 
ment, or the program encountered an error writing your 
document. 

Create space on the program and document disks and try con¬ 
verting again. Or try converting again using another datafiles 
disk. If there is still a problem, see your DOS manual for infor¬ 
mation on identifying disk problems. 



Appendix E 

Questions and Answers 
about Word 


This appendix lists commonly asked questions about Word, and 
provides answers. We assume you have a good understanding of 
how to accomplish your task, but are having difficulty completing 
it. See the appropriate section in the manual for complete infor¬ 
mation about the task. 

In this appendix: 

■ Printing questions 

■ Formatting questions 

■ General questions 


Printing Questions 

■ Why don't I get subscripts, superscripts, different fonts, or 
other character formats on my printer? 

There are at least two possible reasons: 

—If your printer is not fully supported by Word, you cannot 
print some of the character formats. 

—If your printer is fully supported by Word, be sure to 
run the SETUP program to tell Word which printer you 
are using. 

■ Why doesn't my printer print bi-directionally? 

When Word performs microspace justification on some 
printers, the printers lose the ability to print in both 
directions. 

You can use the TTY.PRD printer description file to print a 
draft copy of the document without microspace justification. 
You can also use the MAKE.PRD program to modify a .PRD file 
or create a new one. For information on using MAKE.PRD, see 
the Printer Information for Microsoft Word booklet included 
in the Word package. 
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■ Why is my left margin larger than what I set it to? 

Word measures the left edge of the text from margin zero. 
Word assumes that the leftmost position that your printer can 
print is at margin zero, or the edge of the paper. For some 
printers, the leftmost print position is not the edge of the 
paper. 

First, try to realign the paper so that the left edge is at print 
position zero. If this is not possible, measure the distance from 
the left edge of the paper to the leftmost print position. 
Decrease the left margin measurement in Format Division Mar¬ 
gins by this distance. 

■ Why doesn’t the text print in the font / selected in Format 
Character? 

The most common reason is that not all the characters were 
selected when you carried out Format Character. If you want 
to format all the characters in the document, press shift-F 10, 
choose Format Character, choose the format you want, then 
carry out the command. 

You can also use style sheets to format most characters 
automatically. For information on creating and using style 
sheets, see Chapter 22, “Formatting with a Style Sheet.” 

Note especially the discussion of standard paragraph style. 

■ Why doesn’t the running head (or page number) print? 

The running head position must be within the margin. Word 
checks the position of running heads and page numbers in 
relation to the top or bottom margin. If the running head or 
page number would overlap the document text, Word does 
not print the running head or page number. 

Choose Format Division Margins and check the measurements 
for the top margin and running head position. Adjust the mea¬ 
surements so that the running head or page number will not 
overlap the document text. If the running head or page 
number is set for the bottom of the page, check the bottom 
margin measurement. 


Formatting questions Formatting Questions 

■ Why don’t the Alt-key combinations for character formatting 
(Alt-b, Alt-u, and so on) work on a single character? 

You can format two ways: either after the text is typed or 
as the text is typed. The Alt-key combinations are set up to 
accommodate both methods of working. Because the selection 
always reduces to a single character as you start typing, there 
needs to be a way to distinguish between wanting to format a 
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single character and wanting to turn on a character format for 
characters you will type in. So, when the selection is a single 
character, pressing an Alt-key combination one time turns on 
the format for characters to be typed. 

You can think of it this way: with only one character selected, 
pressing an Alt-key combination once gives the format to the 
selection highlight. Pressing the combination a second time in 
a row gives the format to the single character. 

■ Why does an Alt-u format (or any other Alt-key combination 
for a character format) seem to hang on forever? Once I press 
Alt-u, underlining seems to crop up everywhere I type in the 
document. 

There are three possible explanations: 

—You didn’t press Alt-spacebar after typing what you 
wanted underlined. Pressing Alt-spacebar returns to standard 
character format for the characters you type. 

—As you formatted with Alt-u (or other Alt-key combina¬ 
tions for character formats), a paragraph mark was part of 
your selection. The character format became the standard 
character format for that paragraph mark. If you start a new 
paragraph, the new paragraph will also have underlined 
characters (or whichever format you assigned to the para¬ 
graph mark) as the standard character format. A way to be 
sure you have changed back to standard character format is 
to press Alt-spacebar twice just before you start typing. 

—You are using a paragraph style that has the character 
format defined as its standard character style. 

■ I defined a style for standard paragraph format and assigned 
it a character format (bold, for example) as the standard 
character format. However, when I assigned the style to a 
paragraph that was formatted in italic characters, the charac¬ 
ters didn’t change to bold. Why not? 

The standard character format will not override formatting you 
assign with the built-in Alt-key combinations or with the Edit 
menu Format commands. If, before assigning the style, you 
select the paragraph, then press Alt-i, Word respects your 
wishes and leaves the paragraph italic. Select the paragraph, 
then press Alt-spacebar to tell Word to use the standard char¬ 
acter format associated with the paragraph style you assigned 
to the paragraph. 

■ How can I set the margins, tabs, character format, and other 
settings and measurements so that Word will remember them 
from session to session? 



Word automatically remembers many settings for the window, 
for measurements, and for the printing setup. For a full list of 
the settings Word remembers automatically, see the descrip¬ 
tion of Quit in the “Edit Menu Commands” section in Chapter 
24, “Commands.” 

To get Word to remember formatting from one session to the 
next, so that each new document has the same format, you 
need to define styles for the style sheet called NORMAL.STY. 
On this style sheet, you need to define two styles: Paragraph 
Standard and Division Standard. Word automatically applies 
these two styles to every new document. For more informa¬ 
tion about style sheets, see Chapter 22, “Formatting with a 
Style Sheet,” in Using Microsoft Word. 

■ How can I tell what formatting the characters have when Fm 
using a monochrome screen? 

On monochrome screens, bold characters appear as brighter 
characters. All other character formatting appears as underlin¬ 
ing. To distinguish among the different formats that underlin¬ 
ing represents, select the characters you want to know about, 
then choose Format Character. The responses in the command 
fields indicate the formatting. 

■ How can I get one wide column of text on the top of a page , 
and two columns on the bottom of a page (or vice versa)? 
Use Format Running-head to format the text you want in one 
column as a top or bottom running head, and use Format Divi¬ 
sion Layout to format the division to print in two columns. 

■ Why do running head margins look different from the mar¬ 
gins for text? 

Because people may want to have running heads extend 
beyond the edge of the text, running heads use the actual page 
width rather than the left and right margins set with the For¬ 
mat Division Margins command. 

To format running head margins, select the running head para¬ 
graph, choose Format Paragraph, then set the left and right 
indents where you want the running head margins to be. 

■ / was deleting a few characters and the paragraph suddenly 
changed format. What happened? 

The formatting for a paragraph is stored in the paragraph mark. 
When you delete a paragraph mark, the text is joined to the 
following paragraph and receives the formatting stored in the 
remaining paragraph mark. 
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To restore the paragraph formatting, first choose Undo. If 
Undo doesn’t restore the format, insert a new paragraph mark, 
then format the paragraph as you want it. 

■ How can I change the left or right margin for the whole 
document? 

Choose Format Division Margins and set the margins. If your 
document has more than one division, press shift-FIO to select 
the whole document, then choose Format Division Margins 
and set the margins. 


General Questions 

■ / installed my mouse, but the mouse pointer does not appear 
when I start Word. Why not? 

Before the mouse pointer will appear, you must install the 
mouse program on the DOS disk that you start the system 
with. See Appendix B, “Additional Setup Information,” and the 
Microsoft Mouse manual for instructions about installing the 
mouse program. 

■ The mouse pointer I see doesn't look like the arrow shown in 
the manual. Why not? 

If you are using an IBM monochrome screen or if you are run¬ 
ning Word in text mode (started with word /c), the mouse 
pointer appears as a blinking square. To display an arrow 
mouse pointer, you need graphics display capability. 

■ The SAVE indicator started flashing and it didn't stop after 
I saved the document. Why not? 

You need to save all documents, glossaries, and style sheets 
that you’ve been using in this session. For an explanation of 
the SAVE message and a list of steps to take when you see it, 
see Chapter 25, “Messages.” 

■ Sometimes when I press the direction keys, the PC sounds an 
alarm, or I see numbers inserted into the document. Why? 
When you press Num Lock, the direction keys become 
number keys, and the keys act like the keys on a typical 10-key 
keypad. Also, if you hold down shift while pressing a direction 
key, the keys act like a 10-key keypad. Either release shift 
while pressing the direction keys, or press Num Lock again to 
turn off number lock. When Num Lock is on, NL appears in the 
status line. 


General questions 




■ Sometimes Word sounds an alarm when I press the backspace 
key. Why? 

The backspace key works differently when overtype is turned 
on. In overtype mode, the backspace key does not erase; 
rather, it extends the selection to the left, but only as far as 
the beginning of the selection when you started overtyping. 
When the selection reaches the beginning of the original selec¬ 
tion, Word sounds an alarm. If you want to erase text outside 
the original selection, use the mouse or direction keys to 
select the text. 

■ How can I see the tab stops and margins while I’m entering, 
revising, and formatting a document? 

Turn on the ruler. With the mouse, point to the upper-right 
corner of the window and click the left button. With keys, 
choose Window Options, then choose Yes in the “ruler” com¬ 
mand field. The ruler shows tab stops and indents for the para¬ 
graph that contains the selection. If the ruler is on when you 
quit Word, Word turns it on when you restart. 

■ Why do I have to enter margins and tab stops in inches 
instead of lines or characters? 

Word provides six different units of measure; inches is one of 
them. Word comes to you set up to measure horizontal mea¬ 
surements in inches and vertical measurements in lines. Word 
gives you great flexibility in formatting characters in different 
sizes. A single unit of measure that works for various character 
sizes is easier to work with than a unit of measure that 
changes with the size of the characters. For example, if you set 
a margin of 10 characters, then enter some text in 12-point 
characters and some in 8-point characters, the margins will not 
line up. Using inches eliminates measurement confusion. If you 
want to use characters as the horizontal unit of measure, 
choose Options, then in the “measure” field, choose either P10 
for 10-pitch (pica) characters or P12 for 12-pitch (elite) char¬ 
acters. 

■ How do I calculate the pitch of characters from the point 
size, and vice versa? 

To convert from pitch or points to the other, divide the 
size into 120. For example, 10 pitch (pica) is 12-point type 
(120/10= 12). Similarly, 12 pitch (elite) is 10-point type 
(120/12= 10). These two conversions can cause concision 
because of their similarity. 
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Additional Spell Tools 


This appendix describes five additional Spell tools: 

■ Lookup 

■ Word Count 

■ Word Frequency 

■ Anagram 

■ Word Find 

You can run all of these tools either through Library Run or from 
DOS directly, unless you are told otherwise in the instructions. 

Important If you have a floppy disk system and want to run the 
additional Spell tools through Library Run, the Spell disk must 
contain the DOS file COMMAND.COM. 

Use the DOS COPY command to copy COMMAND.COM from 
your DOS disk to the Spell disk. 


Lookup Lookup 

Lookup is a program you can use to check the spelling of words 
before you put them in a document. Instead of leafing through a 
dictionary to check a word’s spelling before you use it, you can 
ask Lookup to check the spelling for you. 
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Starting Lookup 


F.1 Lookup Screen at 
Starting 


F.2 Result of Lookup of 
concensus 


Quitting Lookup 


Starting Lookup 

The Lookup program can be run either through Library Run or by 
itself outside Word. 

To start Lookup: 

E Choose Library Run. 

E] Type lookup , then press enter. 

If you are using a floppy disk system, you will be prompted to 
change disks. Replace the Word disk with the Spell disk and 
press Y to continue. 

If you are using a hard disk system, go to the next step. 

When Lookup starts, the screen looks like this: 

LIBRARY RUN: lookup 

LOOKUP - version 2.1:LH 

Copyright (c) Software Heaven. Inc. 1984 

Portions Copyright (c) Wayne Holder 1981, 1982. All rights reserved 

Type word you wish to look up. 

El Type the word you want Lookup to check, then press enter. 

The following figure shows the result of typing concensus as the 
lookup word. 

LIBRARY RUN: lookup 

LOOKUP - version 2.1:LH 

Copyright (c) Software Heaven. Inc. 1984 

Portions Copyright (c) Wayne Holder 1981, 1982. All rights reserved 

Type word you wish to look up. 

concensus 

CONSENSUS 

Type word you wish to look up. 

To quit Lookup: 

E! Press enter without typing a lookup word. 

El Press any key to return to Word. 

If you have a floppy disk system, replace the Spell disk with 
the Word disk and press Y to continue. 
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If you want to check the spelling of only one word, you can 
start the Lookup program and give it a word to look up at the 
same time. 

El Choose Library Run. 

[H Type lookup followed by a space. 

El Type the word. 

0 Press ENTER. 

El If you have a floppy disk system, replace the Spell disk with 
the Word disk and press Y to continue. 

Lookup starts, displays the correct word, then returns to Word 
as soon as you press a key. (If you have a floppy disk system, 
replace the Spell disk with the Word disk and press Y to 
continue.) 


The following figure shows what you’ll see on the screen if you 
type lookup privilige , then press enter. 


LIBRARY RUN: lookup privilige 

LOOKUP - version 2.1:LH 

Copyright (c) Software Heaven, Inc, 1984 

Portions Copyright (c) Wayne Holder 1981, 1982, All rights reserved 

PRIVILEGE 


Word Count 

Word Count is a program you can use to count the number of 
words in a document. Spell gives you a word count for the docu¬ 
ments you proof, but the Word Count program gives you the 
word count more quickly because it does not check the spelling 
of the words. 

Starting Word Count 

The Word Count program can be run either through Library Run 
or by itself outside Word. 

To start Word Count: 

Q] Choose Library Run. 

El Type wc followed by a space. 


Quick lookups 


F.3 Quick Lookup for 
privilige 


Word Count 


Starting Word Count 
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F.4 Result of Word Count 
for TYPOS.DOC 


Starting Word 
Frequency 


H] Type the name of the document you want words counted in. 
To request a document on a different disk drive or directory, 
type the drive or directory designator (for example, b: or 
\c:memo), then the document name. If the document has an 
extension other than .DOC, type the extension, too. 

0 Press ENTER. 

HD If you have a floppy disk system, replace the Word disk with 
the Spell disk and press Y to continue. 

Word Count counts the words in the document you named. 
When Word Count is finished, it displays the number of words 
in the document, then returns to Word as soon as you press 
a key. 


The following figure shows what you’ll see on the screen if you 
type wc typos.doc , then press enter. 


LIBRARY RUN: wc typos,aoc 

WORD COUNT+ Version 2.1:GD for N.S. WORD 

Copyright (c) Software Heaven, Inc, 1984 

Portions Copyright (c) Wayne Holder 1981, 1982, All rights reserved 
There are 277 words in the file 


Word Frequency 

Word Frequency is a program you can use to count the number 
of times you use words in a document. The Word Frequency pro¬ 
gram gives you the frequency of each word in a file. You can print 
and study this list. 

Starting Word Frequency 

The Word Frequency program can be run either through Library 
Run or by itself outside Word. 

To start Word Frequency: 

CD Choose Library Run. 

[H Type wordfreq followed by a space. 

0 Type the name of the document you want the word frequency 
for. 

To request a document on a different disk drive or directory, 
type the drive or directory designator (for example, b: or 
\c:memo ), then the document name. If the document has 
an extension other than .DOC, type the extension, too. 
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s Press ENTER. 

0 If you have a floppy disk system, replace the Word disk with 
the Spell disk and press Y to continue. 

Word Frequency counts the total number of words in the 
document you named, the number of different (“unique”) 
words in the document, and the number of words you used 
only once. When Word Frequency is finished, it displays these 
totals then returns to Word as soon as you press a key. 

The following figure shows what you’ll see on the screen if you 
type wordfreq typos.doc , then press enter. 



F.5 Result of Word 
Frequency for 
TYPOS.DOC 


278 Total words 
ue words 

s appearing once 



Reviewing Word Frequency 


Reviewing Word 
Frequency 


As the Word Frequency program counts the words in a document, 
the program compiles a list of all the unique words and stores 
them in another file. Next to each word in the file, Word Fre¬ 
quency shows how many times each word was used in the docu¬ 
ment. The words are listed in order of frequency. The most fre¬ 
quently used words appear at the top of the list. Words that are 
used equally frequently are listed in the order in which they 
appear in the document. 

This frequency file has the same filename as the original docu¬ 
ment, but Word Frequency gives the frequency file the extension 
.FRQ. You can review the file in Word. 

To view a frequency list: 

0 In Word, choose Transfer Load. 

0 Type the name of the frequency file, with its .FRQ extension. 
0 Carry out the command. 

0 Treat this list as you would any other Word document. 
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Starting Anagram 


F.6 Anagram Screen at 
Starting 


Note The frequency list is in a single column, which for very 
long documents can take several pages to print. You can edit the 
frequency file with Word. If you change the number of columns 
in Format Division Layout to 3, the list will print in three 
columns, which will save you paper. In this case, you must print 
the list from Word, not with the DOS commands TYPE or COPY. 


Anagram 

Anagram is a program you can use to unscramble words or to 
create a list of words that can be formed using all the letters of 
a particular word. 

Starting Anagram 

The Anagram program can be run through Library Run or by itself 
outside Word. 

To start Anagram: 

E Choose Library Run. 

CH Type anagram then press enter. 

® If you have a floppy disk system, replace the Word disk with 
the Spell disk and press Y to continue. 

When Anagram starts, the screen looks like this: 

LIBRARY RUN: anayran 

ANAGRAM - version 2,1:IL 

Copyright (c) Software Heaven, Inc, 1984 

Portions Copyright (c) Wayne Holder 1981, 1982, All rights reserved 

Type anagran pattern you wish to search for, 

H Type the source word, then press enter. 

The source word is the combination of letters (the word 
itself) from which you want Anagram to create words. The 
following figure shows the result of typing tools as the 
source word. 
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LIBRARY RUN: anagraw 


ANAGRAM - version 2.1:IL 
Copyright (c) Software Heaven, 
Portions Copyright (c) Wayne I 


Inc. 1984 
older 1981, 1982. 


All rights reserved 


Type anagraw pattern you wish to search for. 
tools 


STOOL TOOLS 


Type anagraw pattern you wish to search for. 


You can also type a partial word and add question marks (?) or 
an asterisk ( * ) to create words with specific letters. Anagram 
replaces each question mark with a single letter, and replaces 
an asterisk with any number of characters. 

The following figure shows the result of typing f??s as the 
source “word.” 


LIBRARY RUN: anagraw 


ANAGRAM - version 2.1:IL 

Copyright (c) Software Heaven. Inc. 1984 

Portions Copyright (c) Wayne Holder 1981, 1982. 


All rights reserved 


Type 

anagraw 

pattern 

you wish to search for. 

f??s 





FADS 



FANS 

FAST 

FATS 



FEES 

FENS 

FESS 



FIGS 

FINS 

FISH 



FISK 

FIST 

FITS 



FOES 

FURS 

FUSE 



FUSS 

OAFS 

SAFE 



SELF 

SERF 

SIFT 



SOFA 

SOFT 

SURF 





Type 

anagraw 

pattern 

you wish to search for. 


To quit Anagram: 

a Press enter without typing a source word, 
a Press a key to return to Word. 

If you have a floppy disk system, replace the Spell disk with 
the Word disk and press Y to continue. 


F.7 Result of Source 
Word tools 


F.8 Result of Source 
Word f??s 


Quitting Anagram 
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Quick anagrams 


F.9 Quick Anagrams for 
f??d 


Starting Word Find 


If you want the anagrams for only one word, you can start the 
program and give it a source word at the same time: 

0 Choose Library Run. 

0 Type anagram followed by a space. 

0 Type the source word, 
a Press ENTER. 

If you have a floppy disk system, replace the Word disk with 
the Spell disk and press Y to continue. 

Anagram starts, then displays the words as it finds them in the 
standard (main) dictionary. When Anagram is finished, it 
returns to Word as soon as you press a key. 

If you have a floppy disk system, replace the Word disk with 
the Spell disk and press Y to continue. 


The following figure shows what you’ll see on the screen if you 
type anagram f??d then press enter. 


LIBRARY RUN: anagraM f??d 


ANAGRAM - version 2,1:IL 
Copyright (c) Software Heaven, Inc, 1984 
Portions Copyright (c) Wayne Holder 1981, 1982, 
DAFT DEAF DEFT 

DEFY DOFF FADE 

FADS FEED FEND 

FEUD FIDO FIND 

FLED FOLD FOND 

FOOD FORD FRED 

FUND 


All rights reserved 


Word Find 

Word Find is a program you can use to look up words matching a 
particular word pattern (for example, a five-letter word containing 
two es — a typical crossword puzzle question). 

Starting Word Find 

The Word Find program can be run either through Library Run or 
by itself outside Word. 

To start Word Find: 

0 Choose Library Run. 

0 Type wordfind , then press enter. 
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0 If you have a floppy disk system, replace the Word disk with 
the Spell disk and press Y to continue. 

When Word Find starts, the screen looks like this: 

LIBRARV RUN: wordfind 

WORDFIND - version 2.1:BE 

Copyright (c) Software Heaven, Inc, 1984 

Portions Copyright (c) Wayne Holder 1981, 1982. All rights reserved 

Type word pattern you wish to search for, 

H Type a word pattern, then press enter. 

The word pattern is the combination of letters (the word 
itself) you want Word Find to look up. You can type part of 
a word, then type either question marks (?) or an asterisk (*) 
for the unknown letters. 

Word Find replaces each question mark with a single letter in 
the exact position in the word pattern where the question 
mark is. Word Find replaces an asterisk with any number of 
characters. Thus, the asterisk is helpful in finding words when 
you aren’t sure either of the spelling or of how many letters 
the word has. 


The following figure shows the result of typing ?ee?? as the word 
pattern. 



Type word pattern you wish to search for. 


?ee?? 


BEEBE 

BEECH 

BEEFY 

BEEPS 

BEERS 

BEETS 

DEEDS 

DEEPS 

FEEDS 

FEELS 

GEESE 

HEELS 

JEERS 

KEEPS 

LEECH 

LEEDS 

LEERY 

MEETS 

NEEDS 

NEEDY 

PEELS 

PEERS 

PEEUE 

REEDY 

REEFS 

REELS 

REEUE 

SEEDS 

SEEDY 

SEEKS 

SEEMS 

SEERS 

TEEMS 

TEENS 

TEETH 

UEERS 

NEEDS 

NEEDY 

NEEKS 


WEEPY 

Type word pattern you wish to search for. 


F.10 Word Find Screen at 
Starting 


F.11 Result of Word 
Pattern ?ee?? 
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Quitting Word Find 


Quick word find 


F.12 Quick Word Find for 
an* ism 


To quit Word Find. 

El Press enter without typing a word pattern. 

[ 2 ] Press a key to return to Word. 

If you have a floppy disk system, replace the Spell disk with 
the Word disk and press Y to continue. 


If you want to look up only one word pattern, you can start the 
program and give it a word pattern at the same time: 

m Choose Library Run. 

[ 2 ] Type wordfind followed by a space. 

0 Type the word pattern, 
a Press ENTER. 

If you have a floppy disk system, replace the Word disk with 
the Spell disk and press Y to continue. 

Word Find starts, then displays the words as it finds them in 
the standard (main) dictionary. When Word Find is finished, it 
returns to Word as soon as you press a key. 

If you have a floppy disk system, replace the Spell disk with 
the Word disk and press Y to continue. 


The following figure shows what you’ll see on the screen if you 
type wordfind an* ism, then press enter. 


LIBRARY RUN: wordfind an#isn 

WORDFIND - version 2,1:BE 

Copyright (c) Software Heaven, Inc, 1984 

Portions Copyright (c) Wayne Holder 1981, 1982, All rights reserved 

ANACHRONISM ANCHORITISM ANGLICANISM 

ANIMISM ANTAGONISM ANTHROPOMORPHISM 



Terms 


Active The text, document, window, menu item, or command 
field that contains the highlight. The active text, document, or 
window will be affected by the next command. See also Highlight; 
Selection. 

Alignment The horizontal position of text within the width of a 
line or between tab stops. Text can be set all the way to the left, 
to the right, or in the center of each line or between tab stops. 
Text can also be justified to fill the line. In Word, alignment can 
be an attribute of paragraphs or tab stops. See also Justified; 
Ragged. 

Alphanumeric sort The ordering of alphanumeric text, which 
contains letters, both letters and numbers mixed, or numbers 
arranged uniformly with special characters, such as dates in 
yy/mm/dd format. See also Numeric sort. 

Alt-key combinations One or two character keys that you 
press while holding down the Alt key. Alt-key combinations are 
used to format a document or to apply a style to text. 

Annotation A note or comment you add to a document, which 
can be shown or hidden at your discretion. See also Hidden text. 

Arrow keys See Direction keys. 

Ascending order The order of sorted text, beginning with the 
lowest value and “ascending” to the highest. 

ASK instruction An instruction in a main document that tells 
Word to prompt you to enter varying text before printing each 
copy of a form letter. 

Automatic footnote reference mark When you insert a foot 
note with Format Footnote, Word inserts a special character that 
Word displays as a number. The number changes as you add or 
delete other footnotes. If you delete an automatic footnote 
number, a “club” character appears in the scrap. 
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Automatic style Word has five automatic styles, one each for 
divisions, paragraphs, page numbers, footnotes, and footnote refer¬ 
ences. The formatting instructions in the automatic styles are 
predefined. Word applies the appropriate automatic style to text 
until you apply a different style. 

B Blind entry An entry in an index that refers the reader to the 

main discussion of a topic. Such an entry might be “floppy disks, 
See disks.” 

Block A block of text. In Word, a block of text can be the selec¬ 
tion. See also Selection. 

Block marking Word has no special marks or characters for the 
beginning of a block. See also Selection. 

Block move In Word, you move the selection either with the 
mouse (Ctrl-mouse button) or with Delete and Insert. 

Body text In outline view, text that is not a heading and has no 
level assigned to it. Word displays body text with all formatting 
you assign, instead of suppressing paragraph formats as it does 
with headings. Body text appears in outline view with a T next 
to it in the selection bar. See also Outline view; Lower; Raise. 

Boilerplate Text that is used over and over without change, 
such as a return address, a copyright notice, or even whole sec¬ 
tions of papers or reports. 

Break A place where text is deliberately stopped and a new 
start follows. Examples of breaks are word breaks, line breaks, 
paragraph breaks, page breaks, and division breaks. See also Hard 
break; Soft break. 

Byte A unit of storage equivalent to one character. Formatting 
takes up one or more bytes for each character, paragraph, or 
division. 

C Case The forms of letters, either capitals (uppercase) or small 

letters (lowercase). 

Character Any number, letter, punctuation mark, symbol, or 
special mark (for example, @, I , *, %, $) you can type as text. 

Choose To pick a command, command field, or option in a 
command field. Choose is always used in relation to actions you 
take in the command area. 

Click Pressing and releasing a mouse button in one non-stop 
motion. 



Collapse In outline view, making subheadings and body text 
below the selected heading invisible. This is temporary, and 
allows you to see the structure of your document at a glance. 

See also Expand; Outline view. 

Columns Word documents can have two kinds of columns: text 
columns like those in magazines, and columns in tables. 

Command An instruction to Word. A command may have one 
or more command fields. See also Command field. 

Command area The area at the bottom of the screen, which 
contains the command menu, message line, and status line. 

Command field A space on a command menu, preceded by 
a field name and a colon, where you specify further information 
about how a command should work. Most command fields contain 
a proposed response; you can replace or edit this response to fit 
your needs. 

Command menu The list of command names you can choose 
from, displayed on the screen in the top two lines of the com¬ 
mand area. See also Main command menu. 

Conditional instructions Instructions included in a main docu¬ 
ment that tell Word to check the text in fields of a data document 
to see if that text meets certain conditions. If the conditions are 
met, Word includes the text from the field, or other text that you 
specify, when it prints form letters. See also ELSE instruction; IF 
instruction. 

Contents entry One line of a table of contents, usually a section 
title or heading in your document. 

Copy To take text from an existing document, using the Copy 
command, and to place it in the scrap or in a glossary, without 
removing the text from its original place in the document. See 
also Insert. 

Cut and paste The technique of creating or editing a document 
by combining documents and parts of documents. In Word, you 
cut by deleting and paste by inserting. 

Data document A document that contains pieces of text to be 
merged into a main document for form letters and other form 
documents. The data document includes a header paragraph and 
data records. The header paragraph lists the categories of text 
stored in the data document, and the data records store the actual 
text. See also Main document. 



226 DATA Instruction — Field Name 


DATA instruction The instruction entered as the first paragraph 
of a main document to name a data document. The data document 
contains varying text to be printed in different copies of a form 
letter. 

Data record A paragraph in a data document that stores the 
varying text available for inclusion in a single copy of a form 
letter or other form document. A data document can contain mul¬ 
tiple data records, one for each copy of a form letter. The fields, 
or pieces of text, in a data record are separated by commas or tab 
characters and listed in the same order as the field names in the 
header paragraph of the data document. See also Header 
paragraph. 

Delete To remove text from the document you are working 
on and place it in the scrap or in a glossary with the Delete com¬ 
mand. You can also delete characters and place them in the scrap 
by using the Del key. You can delete text with the backspace key, 
but it is not saved in either the scrap or a glossary. See also 
Glossary; Scrap. 

Descending order The order of sorted text, beginning with the 
highest value and “descending” to the lowest. 

Device driver A program for running peripheral hardware so 
that application programs, such as Word, can run together and 
take advantage of the hardware. For example, the mouse device 
driver displays the mouse pointer on the screen and translates 
the mouse button clicks into actions. 

Direct formatting The process of assigning a format directly 
to selected text by using predefined Alt-key combinations or 
the Format commands from the Edit menu. See also Alt-key 
combinations. 

Direction keys The up, down, left, and right keys. They can be 
used to move the selection or to display and select from a list of 
choices in command fields. 

Directory The list of files on a disk. 

Division A section of a document with the same page format 
(for example, the table of contents or a chapter). A document can 
have one division or more than one. Divisions are separated by a 
division mark, which is a line of colons across the window. 

Document Text you store on a disk with a filename. In Word, a 
document includes the text and its formatting. Common types of 
documents are letters, reports, memos, pamphlets, and brochures. 
See also File. 



Document dictionary A dictionary you create to review and 
correct a specific document. This dictionary is useful for storing 
terms that are peculiar to one document. See Standard dictionary; 
User dictionary. 

Document drive The disk drive on which Word looks for a file, 
unless you specify a different drive as part of a filename or in the 
Transfer Options command. 

Edits Any text revisions or formatting changes to a document, 
a style sheet, or a glossary. 

ELSE instruction An ELSE instruction can be included with an 
IF instruction in a main document. It tells Word what alternative 
text to print in a form letter if the conditions set out in the IF 
instruction are not met. See also IF instruction. 

Expand To make visible any headings and text that were col¬ 
lapsed below a heading in an outline. As you expand, the plusses 
and t s in the selection bar disappear. 

Extend To lengthen the highlight, using F6 and a key or com¬ 
mand that selects text. You can also extend the selection by hold¬ 
ing down a mouse button while moving the mouse pointer across 
the text. 

Extension A suffix added to a filename. An extension may be 
any three legal filename characters. Extensions are separated 
from the filename by a period; for example, in the filename 
EXAMPLE.DOC, the extension is .DOC. Extensions are used as a 
handy means for distinguishing the contents of files without hav¬ 
ing to look at the file’s contents. For example, .DOC is short for 
document. 

Field For form letters or documents, a piece of text that is 
inserted into a main document from a data document during 
printing. Each copy of a form letter has its own appropriate text 
printed. A field name is used to mark the place in a main docu¬ 
ment where text from a field will appear. 

Field name For form letters or documents, the name of a gen¬ 
eral category of information. You type the field name, surrounded 
by special characters ( « and » ), in a main document at the 
locations) where you want information added from a data docu¬ 
ment. The field names must match those shown in the header 
paragraph of a data document, but you don’t have to type them in 
the same order or include all of them. 



File The unit of data stored on a disk. In Word, documents, glos¬ 
saries, and style sheets are saved as files. The Transfer commands, 
which transfer files from disk to memory and vice versa, give you 
access to files. See also Document; Glossary; Style Sheet. 

Folio A page number. 

Font The design of an alphabet in which text is displayed or 
printed, such as Century Schoolbook or Helvetica. In Word, fonts 
are specified in broad classes with letter variants assigned to par¬ 
ticular type styles. 

Font name The name of a particular design of an alphabet — 
some are widely used and known, such as Helvetica and Times 
Roman. Word has six general categories of fonts, and each has a 
number of variations that are identified with a letter. In Word, a 
font name is the group name plus the letter variant — for example, 
“Roman a”. These Word font names equate with the various print 
modes that printers can use. See also Generic font name. 

Font size The height of characters in a font, usually measured in 
points. Fonts are often referred to in terms of size, then name — 
for example, “16 point Helvetica.” 

Footer Text that appears at the bottom of every page. See also 
Running head. 

Footnote Text placed at the bottom of a page or at the end of 
a document or chapter to give a reference for, or add information 
about, a topic discussed in the main text of a document. 

Footnote reference mark A number or other character placed 
in the main text of a document to indicate that additional informa¬ 
tion about the topic being discussed appears in a footnote. A foot¬ 
note reference mark has a special format that connects it to the 
corresponding footnote text. See also Automatic footnote refer¬ 
ence mark. 

Footnote text The text of a footnote. Word stores footnote text 
at the end of a document, but prints the text and footnote refer¬ 
ence mark at the bottom of a page or at the end of a division, 
whichever you specify in Format Division. 

Form document A printed document created by merging two 
special documents: a main document and a data document. Stan¬ 
dard text from a main document is combined with varying data or 
text from a data document. The result is the customized form 
document. 



Format The way text appears on a page. In Word, a format 
derives from both direct formatting and the application of styles. 

A format includes such details as font and font size (character for¬ 
mats) or the way paragraphs align (paragraph formats); a format 
also includes the overall page design (division formats). 

Formatting The formats you assign to text. See also Format. 

Formatting instructions Formatting instructions are the part 
of a style that tells Word how to format the document text to 
which the style is applied. 

Gallery The place in Word (reached by choosing Gallery from 
the Edit menu) where you can view, define, revise, save, and 
retrieve style sheets. 

Gallery command A command on the Edit command menu for 
moving into the Gallery. 

Galley The document as it appears on the screen; that is, in a 
continuous stream, with the footnote text stored at the end. Run¬ 
ning heads and page numbers do not appear in a galley. 

Generic font name A name for a group of type styles without 
regard for a specific printing device or specific font family. For 
example, the generic name “Modern a” can refer to one variation 
of any printer’s standard serif typeface. Generic font name means 
you can choose any type style you want, and the printing device 
will match its best example of that type style to your choice. See 
also Font name. 

Global replace Both single word and global replace (replacing 
one piece of text with another throughout the whole document) 
are performed with the Replace command. Replace replaces glo¬ 
bally when the selection is either the first character in the docu¬ 
ment or the whole document. To limit a replace, select only the 
portion of text you want to replace within, then choose and carry 
out the Replace command. 

Glossary Where you store text you intend to use repeatedly. 
Each piece of text you store is a glossary entry. You assign a 
unique name to each glossary entry. You can save a glossary 
permanently in a glossary file on a document disk. 

Gutter The inner margins of facing pages of a document. Often 
these margins must be wider than the outside margins to allow 
extra space for binding. 
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H Hanging indent A hanging indent occurs when the first line 

of a paragraph is “outdented,” that is, extends to the left of the 
remainder of the paragraph. The hanging indent for a paragraph 
is controlled with the “left indent” and “first line” fields of the 
Format Paragraph command. To create a hanging indent for a 
paragraph, change the “first line” field to a negative measurement 
and change the “left indent” field to zero or a positive number. 

The difference between the two numbers is the amount of the 
hanging indent. 

Hard break A new page or a new line that you start in a docu¬ 
ment by pressing SHIFT-Ctrl-ENTER (for a new page), or shift-enter 
(for a new line). Word always observes these breaks. See also Soft 
break. 

Header Text that appears at the top of every page. See also 
Running head. 

Header file A file that contains the header paragraph to be used 
when printing form documents. The header paragraph is the list of 
field names that correspond to the field names included in a main 
document and to the fields of varying text stored in data records. 

It is convenient to use a header paragraph in a header file rather 
than a data document when the records for the data document 
are created from a data base. 

Header paragraph A list of field names (or categories of infor¬ 
mation) stored in the first paragraph of a data document. The field 
names of a header paragraph match the field names placed where 
you want varying text in a main document. During printing, spe¬ 
cific pieces of varying text listed under the field name categories 
are merged into the appropriate places in each copy of a 
form letter. 

Heading A document or section title, often in a different font 
than the body of the text. Usually preceded by and ended with 
a paragraph mark. Not to be confused with headers or running 
heads. 

Help mark The question mark at the bottom of the command 
area. Point to the question mark with the mouse and click either 
button to see a list of Help topics. If you want help with a specific 
command, choose the command, then point to the question mark 
and click. 

Hidden text A character format that allows you to show or hide 
designated text. Hidden text is used for annotations and for table 
of contents and index commands. 



Highlight A means of emphasis used on the screen to indicate 
command choices, text selections, active window numbers, and 
active command fields. 

Horizontal scroll To move horizontally within a document that 
is wider than the window, so that parts of the document outside 
the window to the right or left come into view. 

IF instruction An instruction included in a main document that 
tells Word to check the text in fields of a data document to see if 
that text meets certain conditions. If the conditions are met, Word 
includes the text from the field, or other text that you specify, 
when it prints form letters. See also ELSE instruction. 

Indent The distance between the beginning or end of a line and 
the left or right page margin. Indents normally make text nar¬ 
rower than the space between margins. Three indents are associ¬ 
ated with each paragraph — left, right, and first line. The first line 
of each paragraph may be indented by giving it a positive indent 
measurement, or “outdented” by giving it a negative indent meas¬ 
urement. (The latter is also called a hanging indent.) A zero (0) 
indent measurement aligns the first line with the other lines in the 
paragraph. 

Index command The three characters . i. formatted as hidden 
text. These characters are added in front of every term you want 
included in an index you create with the Library Index command. 

Index entry A term or phrase to be included in an index. 

Insert The Insert command takes text from the scrap or from 
a glossary and inserts the text in front of the selection. To insert 
new characters into a document, choose the Alpha command and 
type the characters. The Ins key can also be used to insert text 
from the scrap. 

Insertion point The place where text is inserted when you type 
or use either the Insert command or the Ins key. The insertion 
point is always in front of the selection. 

Instruction A statement included in a main document that tells 
Word where to find and how to use the varying text available for 
insertion in form documents. 

Justified Text whose right and left edges are aligned with the 
right and left indents. Spaces are enlarged between words to make 
the text evenly fill the whole line. See also Alignment; Ragged. 
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K Keep This is an instruction to keep all of the specified text 

together (usually a paragraph or table), creating a page break if 
necessary, and printing the text on the new page rather than split¬ 
ting it between pages. In Word, “keep” is a paragraph attribute. 

Key code One or two characters you can use to assign a direct 
or indirect format (style) to selected text. In addition to built-in 
key code combinations, you can also define new key codes in 
style sheets. 

L Leader characters Characters, usually dots or hyphens, that fill 

the space between columns to help draw the reader’s eye across 
the line, as in a table of contents. You can add leader characters 
using the Format Tabs command. 

Load See Retrieve. 

Locking key A key — Scroll Lock (SL), Num Lock (NL), 

Caps Lock (CL), F5 (overtype — OT), and F6 (extend — EX) — 
that you turn on by pressing once and turn off by pressing again. 
When a locking key is turned on (locked), its two-letter abbrevia¬ 
tion appears in the status line. 

Lower To assign a lower (subordinate) level to a heading in out¬ 
line view. You lower headings to show relative importance and 
sequence. Word indents each lower level 0.4 inch more than the 
previous level. When you lower a heading, you also lower sub¬ 
headings a corresponding amount. You can lower headings as you 
type them, or you can go back later and select them, then lower 
them. See also Body text; Outline view; Raise. 

M Main command menu The list of command names that appears 

at the bottom of the screen whenever Word is ready for you to 
choose a main command. Word has two main command menus, 
the Edit menu and the Gallery menu. 

Main dictionary See Standard dictionary. 

Main document A document containing standard text that is 
the same for all copies of a form letter or form document, plus 
special fields where Word inserts varying text from another docu¬ 
ment (the data document). See also Data document. 

Margin The area from either the left or right edge of the page to 
the edge of the text, excluding indents. There are also top and 
bottom margins that are measured from the edge of the page to 
the top of the first line of text and the bottom of the last line of 
text on the page. See also Gutter; and Figure 14.1 in Chapter 14, 
“Page Formatting,” in Using Microsoft Word. 



Menu A list of alternatives, either commands in a command 
menu or options in a command field. You can select a menu item 
by moving through the list with the spacebar (a highlight moves 
along the menu indicating the current selection) and pressing the 
tab or enter key, as appropriate, or by typing the initial letter of 
the desired item. 

Message A notice that Word puts in the message line to tell 
you what to do next (a prompt) or what is wrong (an error mes¬ 
sage). See also Message line. 

Message line The next-to-last line on the screen, where mes¬ 
sages are displayed. 

Nesting The practice of including one instruction within 
another in a main document. 

Numeric sort The ordering of numeric text, which includes 
digits and the following characters commonly associated with 
digits: 

$ Dollar sign 

% Percent sign 


Minus sign 
Comma 

Opening parenthesis 
Closing parenthesis 
Decimal point 


( 

) 


A numeric sort arranges text containing numbers by numeric 
value in either ascending or descending order. An alphanumeric 
sort, the other type of sort you can perform with Word, treats 
numbers as characters in a textual pattern, not as digits in a 
numeric value. See also Alphanumeric sort. 

Optional hyphen A hyphen you insert to indicate where you 
want a word hyphenated if the word needs to be divided at the 
end of a line. Optional hyphens are invisible until they are needed 
(or until you choose Partial or Complete in the “visible” field of 
the Options command). 

Orphan A paragraph’s first line when it appears alone at the bot¬ 
tom of a page or column, while the rest of the paragraph appears 
on the next page or column. Usually Word avoids page breaks that 
leave orphan lines. You can change this if you wish with the Print 
Options command. See also Widow. 
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Outline edit The mode you use to rearrange headings and their 
subheadings in outline view. In outline edit, the minimum selec¬ 
tion is a paragraph, and the word OUTLINE appears on the status 
line. 

Outline view A different way of displaying a document so that 
the underlying structure of the document is shown. In outline 
view, you can easily rearrange large amounts of text with just a 
few keystrokes. You can also raise and lower headings and sub¬ 
headings, and make text temporarily disappear and reappear. Out¬ 
line view is a window option, and it affects only those windows 
you choose it for. See also Body text; Collapse; Expand; Lower; 
Outline edit; Raise; Text edit. 

Overtype A Word option that allows you to type new text 
directly over old text. You turn overtype on and off with the 
F5 key. 

P Page break Where one page ends and another begins. You can 

enter your own page breaks, or you can have Word break pages 
automatically when you print. 

Paragraph The text preceding and including a paragraph mark. 
Paragraph attributes control line layout and spacing. See also Para¬ 
graph mark. 

Paragraph mark A character that identifies the end of a para¬ 
graph. To insert a paragraph mark, press the enter key while in 
typing mode. To make paragraph marks visible, choose Partial or 
Complete in the “visible” field of the Options command. 

Pitch A horizontal measure of the number of characters per 
inch. Typically, typewriters and printers use 10 pitch (10 charac¬ 
ters per inch) or 12 pitch (12 characters per inch). 

Point (noun) A measurement used by typesetters, equal to 
1/72 inch. 

Point (verb) To move the mouse pointer across the screen until 
the tip of the arrow or the blinking square covers the command 
you want to choose or the text you want to select. 

Print head On a printer, the exact place where the printer 
makes its marks on the paper. 

Print wheel On an impact printer, an interchangeable wheel 
with a character set in a particular font and size. 

Printer The output device used to print documents. Such 
devices include dot matrix, impact, and laser printers. 



Printer description file A file for each of the printers supported 
by Word, containing a list of the fonts available on the printer and 
the dimensions of the characters in each font. These files have the 
extension .PRD. 

Printer display Shows you the line breaks in the document as 
they will occur when printed. To change the window to printer 
display, choose Yes in the “printer display” field in the Options 
command. 

Proposed response A response supplied by Word in a com¬ 
mand field. A proposed response is usually based on your most 
recent use of the command or the current status of the program. 
You can replace a proposed response with your own response. See 
also Response. 

Queued printing An option you can choose in the Print 
Options command that tells Word to print documents while you 
continue to work with documents on the screen. Once you 
choose queued printing, you can control it with the Print Queue 
command. If you want to print while you work, you have to 
choose queued printing each time you start Word. 

Ragged Text with an uneven left (ragged left) or right (ragged 
right) margin. See also Alignment; Justified. 

Raise To assign a higher level to a heading or body text in out¬ 
line view. You raise headings to show relative importance and 
sequence. When you raise a heading, you also raise its subhead¬ 
ings a corresponding amount. You can raise headings as you type 
them, or you can go back later and select them, then raise them. 
See also Body text; Lower; Outline view. 

Record See Data record. 

Reference mark See Footnote reference mark. 

Remark A comment that can be added when you assign style 
usages and variants to remind you of their purpose. See also 
Usage; Variant. 

Replace To substitute one piece of text for another, either by 
using the Replace command, or by pressing SHiFT-Ins to replace 
the selection with the text in the scrap. 

Reserved Style Word has 15 reserved styles, all of which are 
Paragraph styles: four index styles, four table styles, and seven out¬ 
line styles. Although Word automatically applies reserved styles to 
the appropriate text, all start with standard paragraph formatting 
instructions and must be customized before use. 
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Response Information you type in a command field to tell 
Word how to carry out a command. See also Proposed response. 

Retrieve To transfer a document from a disk into Word with the 
Transfer Load or Transfer Glossary Load command. 

Ruler The horizontal line that appears on the top edge of a text 
window and displays the positions of tab stops and indents. To 
change these positions, move the markers along the ruler with the 
Format Paragraph and Format Tabs commands. 

Running head Text that can appear at the top (header) or bot¬ 
tom (footer) of every printed page. Running heads can include 
page numbers, dates, titles, and other text. Running heads can be 
more than one line and more than one paragraph. 

S Save To store a permanent copy of a file (document, glossary, 

style sheet) on disk with the Transfer Save command. 

Scrap A temporary storage area that holds the text you last 
deleted with the Delete command or Del key. It also holds text 
you copy with the Copy command. The contents of the scrap are 
displayed between braces { } in the message line. To retrieve the 
contents of the scrap, choose the Insert command or press the Ins 
key. 

Scratch file See TMP file. 

Scroll To move the text up, down, left, or right so that parts of 
the document outside the window move into view. See also Hor¬ 
izontal scroll; Vertical scroll. 

Scroll bar The left window border is the vertical scroll bar; the 
bottom window border is the horizontal scroll bar. You use the 
vertical scroll bar with the mouse to scroll through the document. 
If the text in the document is wider than the window, you can 
use the horizontal scroll bar with the mouse to see text to the 
right or left of the window. 

Search To look for a character or group of characters, a word, 
or a phrase in a document with the Search command. 

Search-and-replace To find and replace one piece of text with 
another. See also Replace; Search. 

Select To choose one character or a group of characters that 
will be affected by the next command. 

Selection The highlighted character or group of characters that 
will be affected by the next command you choose. 



Selection bar An invisible area (two characters wide) along the 
left window border. When the mouse pointer enters the selection 
bar, it shifts direction to point towards the upper right (rather 
than the upper left, as when it’s in the text). Use the selection bar 
with the mouse pointer to select a line with the left mouse button 
(the same as shift-F9), a paragraph with the right mouse button 
(the same as F10), or the whole document with both mouse but¬ 
tons at the same time (the same as shift-FIO). 

Separator Any non-alphanumeric character marking the end of 
a word. Separators include punctuation marks, spaces, tabs, regular 
and optional hyphens, paragraph marks, and line breaks. See also 
Word. 

SET instruction An instruction used in a main document that 
lets you update information that may vary from printing to print¬ 
ing for a set of form letters. 

Side-by-side paragraphs Paragraphs that are aligned side by 
side on a page to visually show their relationship. For example, 
a paragraph on the left side of a page might describe a product 
feature, while an aligned paragraph on the right side of the page 
would describe that feature’s benefits. 

Soft break A page or line break that is determined by page or 
line layout. Soft breaks may change after further editing of the 
document. See also Hard break. 

Sort key The text, usually a single column, used as the basis for 
sorting all the rows of a table. Table rows are rearranged accord¬ 
ing to the sorted order of the lines of the sort key. 

Standard dictionary The dictionary provided on the Spell disk. 
This dictionary contains over 80,000 words; it is also referred to 
as the main dictionary. Spell checks words against this dictionary 
first during the proofing phase. See also Document dictionary; 

User dictionary. 

Status line The bottom line of the screen, where Word displays 
the following: the page and division number, the contents of the 
scrap, the SAVE signal when memory is low, the status of locking 
keys, and the name of the active document. 

Style A named set of formatting instructions. Each style can pro¬ 
duce a specific appearance in the text it is applied to. With styles, 
you can not only apply many formats at one time to text, you can 
standardize your document by applying the same style to all text 
you want to have appear in the same format. Styles are created 
and revised in the Gallery on a style sheet. 
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Style bar A special column on the screen, accessible with the 
Window Options command, that displays paragraph styles and 
running head formatting. 

Style Sheet A collection of styles. Each style sheet is a separate 
file. A style sheet determines the appearance of the document to 
which it is attached. You view, create, and revise a style sheet in 
the Gallery. You attach a style sheet to a document with the For¬ 
mat Style Sheet command. 

Subscript Text that appears slightly lower in a line than the 
text around it. For example: H 7 0. 

Superscript Text that appears slightly higher in a line than the 
text around it. For example: footnote reference mark 1 . 

T Tab Stop A position in which text is aligned in columns by 

using tab characters. Use the Format Tabs command to set and 
clear tab stops. 

Table command The three characters, usually .c., formatted as 
hidden text. These characters are added in front of every title or 
term you want included in a table of contents you create with the 
Library Table command. 

Tables Lists of items set up in columns. In Word, choose Format 
Tabs Set to set tab stops for the columns. Press tab to place tab 
characters between columns. 

Text Characters that make up your document. Text is either 
typed in with the Alpha command, or taken from other files. Char¬ 
acters typed as commands, responses in command fields, and for¬ 
matting key codes do not constitute text. 

Text area The window, occupying most of the screen, in which 
the text of a document appears as you type. 

Text edit The mode you use to type headings and body text in 
outline view. In text edit, the selection size is one character, and 
the heading level number appears on the status line. In most 
cases, selecting in text edit is like selecting in normal document 
view. 

Thumb The small mark in the vertical scroll bar (left window 
border) that marks your position in a document. For example, if 
the thumb is in the middle of the scroll bar, you are in the middle 
of the document. 

■TMP file A temporary file where Word records your revisions 
to a document until you save them with the Transfer Save 
command. 



Typeface See Font. 

Undo To reverse the most recent editing or formatting changes 
with the Undo command. Undo can itself be “undone” by choos¬ 
ing Undo again. 

Usage The kind of text a style will format — characters, para¬ 
graphs, or divisions (pages). See also Style; Variant. 

User dictionary A dictionary you can create and expand as you 
review documents. This dictionary is useful if you have special 
terminology that you use often in your documents, such as legal 
terms or medical terms. See also Document dictionary; Standard 
dictionary. 

Variant A variation identified by a number or a special name. 
Used to differentiate among the various styles for each of the 
usages. The variants with names are applied automatically to the 
document that the style sheet is attached to. See also Style; Usage. 

Varying text The text that changes from copy to copy of a 
form. 

Vertical scroll To move vertically within a document that is 
longer than the window, so that parts of it formerly above or 
below the window come into view. 

Widow A paragraph’s final line when it appears alone at the top 
of a new page or column, while the rest of the paragraph is on the 
preceding page or column. Usually Word avoids paragraph breaks 
that would leave widows. You can change this if you wish with 
the Print Options command. 

Window A rectangular portion of the screen through which you 
look at a document. In Word, you can have up to eight windows 
open at once. Each window can contain a different document or 
any part of the same document that is visible in another window. 

Word Any alphanumeric character or group of alphanumeric 
characters that is surrounded by separators. See also Separator. 

Wordwrap Automatic placement of a word on the next line. 
When you are typing text and you reach the right margin, Word 
checks to see if the word you type fits completely on the active 
line. If not, Word automatically places the whole word on the 
next line. 
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10-key keypad 211 
10 pitch 56, 301; 12, 60 
12 pitch 56, 301; 12, 60 


Active defined 223 

Add command See Library Spell Add command 
Adding See Mathematical operations 
Address 

glossary procedure 120 
inside address 302 
mailing label See Mailing label 
return address 301-302 
Alarm 

backspace key 212 
direction keys 211 
key code duplication 306 
turning off 60 
variant duplication 308 
Alignment 

center See Center-aligned 
column heading 222 
decimal point 221; 35, 101 
defined 223 
line 29 

paragraph 60-61, 65-69; 98, 99 
preset 54 

running head 138, 139-140 
side-by-side 65-69; 30, 99, 237 
speed formatting 70; 29, 147, 149 
tab stop See Tab stop 
table of contents page references 200-201 
Alpha command 

command area reducing 19, 59 
command menu exiting 26, 27, 33; 19 
repeating 111 
undoing 81 

Alphabetizing See Sorting 
Alphanumeric text 236; 41, 223 
Alt key 

foreign character entry 33; 165 


Alt key (continued) 

format copying with mouse 73 
speed formatting See Alt key combination 
speed styling 296, 299, 312, 317-318 
Alt key combination 
Alt ( 147, 149, 152 
Alt ) 147, 149, 152 
Alt- + 70, 187; 22, 146, 148 
Alt— 70; 22, 146, 148 
Alt = 146, 148 

Alt-0 149, 150, 151, 153, 182; 147, 149, 152 

Alt-2 70; 147, 149, 152 

Alt-9 

outline body text raising 153 
outline heading raising 150, 152, 153, 182; 
147, 149, 152 

Alt-b 70, 307, 312, 318; 22, 146, 148 

Alt-c 70; 29, 147, 148 

Alt-d 70; 22, 146, 148 

Alt-e 190, 194, 205, 214; 22, 146, 148 

Alt-f 70; 148 

Alt-h 95; 36, 146, 148, 151 
Alt i 70; 22, 146, 149, 151 
Alt j 70; 29, 147, 149, 151 
Alt k 70; 22, 146, 149, 151 
Alt 1 70; 29, 147, 149, 151 
Alt-m 70, 72; 29, 147, 149, 151 
Alt-n 70, 72; 29, 147, 149, 151 
Alt-o 70; 29, 147, 149, 151 
Alt-p 

outline body text creating 150, 152, 153 
Paragraph Standard style setting 70, 71, 313; 
29, 147, 149, 151 
Alt-r 70; 29, 147, 149, 151 
Alt s 70; 22, 146, 149, 151 
Alt-spacebar 

Character Standard style setting 70, 71, 313; 
22, 146, 149, 209 

hidden text format removing 190, 194, 205, 
214 

Alt-t 70, 72; 29, 147, 149, 152 


Bold page numbers refer to pages found in Reference to Microsoft Word. 
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Alt key combination (continued) 

Alt-11 70, 71; 22, 146, 149, 152 
Alt x 318; 146 147, 149, 152 
Alt-xb 307, 318 
Alt-xe 194, 205, 214 
Alt-xh 318; 36 
Alt-xp 150, 152, 178 
defined 223 

style sheet override 179 
Ampersand (&) 86 
Anagram 218-220 
Annotation 

defined 189; 223 
deleting 216 
display 216 
hiding 216 
inserting 214 
locating 215 
printing 216 

Arrow keys See Direction keys 
ASCII characters 78, 80, 108 
ASCII file 181, 186, 187 
ASK instruction 
defined 223 

form letter instructions 276-280; 62 
message 114, 125 
ASSIGN command (DOS) 47 
Asterisk (*) 

character matching 51, 219, 221 
filename listing 87 
multiplication operator 231 
outline heading expanding 157, 158, 182; 
147, 148 

spelling correction marking 253 
At sign (@) 86 


Background color 86, 116, 130 
Background printing 80; 64, 67, 235 
backspace key 
alarm 212 

command field response erasing 146, 149 
moving in menu 146, 149 
overtype mode 32; 212 
paragraph mark deleting 43 
text erasing 32; 17, 145, 149, 226 
Backup file See .BAK file 
.BAK file 

backup file extension 87; 80, 108 
creating 83; 80, 108 


.BAK file (continued) 
deleting 90 
Bell See Alarm 
Bi-directional printing 207 
Blind entry See Index entry 
Block 224 
Boilerplate 224 
Bold 

index, use suggestions 212 

screen display 176-177 

speed formatting 70, 307, 312, 318; 

22, 146, 148 
style sheet 93 
use suggestions 58 
Book chapter printing 282 
Boot disk 9; 174-175 
Border See Footnote window; Window 
Bottom running head See Running head 
Braces ({}) 86 
Break defined 224 
Button See Mouse 
Byte 

defined 224 

free byte display 78, 80, 111, 113 


.c. See Table command (.c.) 

/C switch 174, 176 

Calculating numbers 231-233; 128, 145, 150 
Canceling 

command 26, 27; 146, 150, 158 
file conversion 190 
Help command 96 
hyphenation 257; 43, 123 
Library Run command 47 
page break 78 

printing 267; 66, 120, 121-122 
repagination 78 
Capitalization 

index entries 210; 44 
searching 116; 74 
searching/replacing 117-118; 73 
sorting, effect 236; 41 
spelling correction 252; 51, 54 
style sheet 93 
toggle key 9 
Caps Lock key 9 
Caret ( A ) 

filename character 86 
running head symbol 138; 31 


Bold page numbers refer to pages found in Reference to Microsoft Word. 
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Caret ( A ) (continued) 

special character searching/replacing 71 
Case 

See also Capitalization 
defined 224 
Center-aligned 

speed formatting 70; 29, 147, 148 
tab stops 221; 35, 101 
Character 

defined 21; 224 

extended character set 33; 165-172 
foreign See Foreign character 
formatting See Character formatting 
invisible 10-11, 58-59 
matching See Searching 
newline See Newline character 
number in document 113 
page break See Page break 
replacing See Searching/Replacing 
screen size reduction 176 
searching See Searching 
selecting See Text selecting 
size See Font size 
special See Special character 
style message 116 
transposing 42 
Character formatting 
changing 59; 21-23 
checking 54 
control 58 
copying 72-73; 155 
include file 283 
index 211, 212 
keyboard procedure 146 
options 57; 21-23 
outline view 179-180 
printing 207 

screen display 176-177, 210 
speed formatting 70-71; 21-22, 146, 
208-209 

style sheet 307-309; 92-94 
table of contents 200 
use suggestions 58 
Character Standard style 
changing 309 

setting 70, 71, 313; 22, 146, 149, 152, 209 
CHKDSK command (DOS) 96; 37 
Choose defined 224 
Clearing 
Gallery 105 


Clearing (continued) 
glossary 85; 77, 118 
memory 85 
scrap 85 

screen 30, 85; 75 
tab stop 

Format Tabs Clear command 33, 100 
Format Tabs Reset-all command 220; 

34, 100 

Format Tabs Set command 34 
mouse procedure 159 
window 

changes saving 85, 106, 107 
mouse procedure 107 
Transfer Clear All command 85 
Transfer Clear command 75 
Transfer Clear Window command 85, 
105, 109 
Click defined 224 
Clock See Time 
.CMP file 248, 250 

Collapsing outline See Outline heading 
Colon (:) 

index entry level indicator 206 
table of contents entry level indicator 196 
Color 

background color 86, 116, 130 
EGA card 177 
Tutorial Help lessons 97 
Color adapter xxi 
Column 

break See Column break 
calculating numbers 231-233 
copying 227-228, 229-230 
defined 22; 225 
deleting 226, 227-228 
end of row symbol 38 
far-right column manipulation 229-230 
file conversion 192, 195, 197, 203 
formatting 131-133; 24, 210 
heading 222, 227-228 
index 212 
inserting 230-231 
invalid actions 130 
moving 226, 227-229 
MS-DOS column compatibility 221 
multiple column to single column 
conversion 203 
number per page 24, 94 
screen display 131 


Bold page numbers refer to pages found in Reference to Microsoft Word. 
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Column (continued) 
selecting 

command restrictions 227 
outline view 159 

procedure 224-227; 144, 150, 152 
sorting 40, 42 
space between 24, 95 
status line message 225 
style sheet 94-95 
Column break 
character 77, 131 
inserting 

automatic 77 
manual 132, 142; 24, 95 
preview 131 

Column heading 222, 227-228 
Columnar text file 

conversion See File conversion 
defined 189 
Comma (,) 

data field separator 243, 262; 192-193 
numeric text character 235 
Command 

Add See Library Spell Add command 
Alpha 

command area reducing 19, 59 
command menu exiting 26, 27, 33; 19 
repeating 111 
undoing 81 
ASSIGN (DOS) 47 
canceling 26, 27; 146, 150, 158 
CHKDSK (DOS) 96; 37 
choosing 25-27; 146, 157 
confirming 158 
Copy 

column copying 229 
glossary creating 121 
outline copying 168 
repeating 111 
text copying 40; 19-20 
undoing 81 
COPY (dBASE) 291 
COPY (DOS) 47, 174 
Copy (Gallery menu) 314; 91 
Correct See Library Spell Correct command 
defined 225 
Delete 

glossary entry creating 121 
outline body text deleting 169 
outline body text moving 168 


Command (continued) 

Delete (continued) 

outline heading deleting 169 
outline heading moving 168 
repeating 111 
text deleting 20 
undoing 81 

Delete (Gallery menu) 91 
Edit menu 19-90 
execution 

keyboard procedure 26; 146, 150 
mouse procedure 27; 157 
Exit (Gallery menu) 317; 92 
Format 

format changing 55; 21 
listing 55 

style applying to text 298-299 
style sheet override 179, 299, 318 
undoing 81 
Format Character 

character format changing 59; 21-23 
character format checking 54 
character format control 58 
font changing 59-60, 284; 23, 117-118 
footnote formatting 187 
hidden text formatting 190 
style sheet freezing 202 
Format Character (Gallery menu) 313; 92-94 
Format Division 

include file formatting 283 
page format checking 54 
purpose 125; 23 
types 127 

Format Division (Gallery menu) 94 
Format Division Layout 
column break setting 132, 142; 24 
column formatting 131; 24, 203, 210 
division break setting 142; 24 
footnote positioning 188; 24 
mailing label printing 284 
Format Division Layout (Gallery menu) 94-95 
Format Division Margins 
ASCII file creating 186 
column formatting 210 
gutter margins setting 130; 25 
mailing label printing 284, 285-286 
margin format checking 54 
margin setting 129; 25-26, 211 
page break prevention 187 
page size setting 130-131; 25 
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Command (continued) 

Format Division Margins (continued) 

running head alignment 138, 139-140; 26 
running head format checking 34 
tab stop deleting 187 
Format Division Margins (Gallery menu) 

9596 

Format Division Page-numbers 134-136; 26-27 
Format Division Page-numbers (Gallery menu) 
9697 

FORMAT (DOS) 91; 174 
Format Footnote 184; 27-28 
Format (Gallery menu) 312; 92 
Format Paragraph 

footnote formatting 187 

index runover lines indenting 212 

line spacing 63; 30 

paragraph alignment 60-61, 67-68; 29, 30 
paragraph format checking 34 
paragraph format control 60; 28-30 
paragraph format while typing 70 
paragraph indenting 61-62; 29-30 
running head alignment 139; 210 
side-by-side alignment 67-68; 30 
speed indenting 62 
style sheet freezing 202 
Format Paragraph (Gallery menu) 98-99 
Format Running-head 
column formatting 210 
page number 134 
running head format checking 54 
running head setting 136; 31-32 
Format Style 

style applying 317; 32 
style sheet attaching 316; 33 
Format Style Character 32, 116 
Format Style Division 32, 116 
Format Style Paragraph 32, 119-120 
Format Style Sheet 33, 122 
Format Tabs 33 

Format Tabs Clear 218; 33, 118 
Format Tabs Clear (Gallery menu) 100 
Format Tabs (Gallery menu) 100 
Format Tabs Reset-all 220; 34 
Format Tabs Reset-all (Gallery menu) 100 
Format Tabs Set 

leader characters setting 202, 223-224; 35 

ruler display 218 

tab stop alignment 222-223; 35 

tab stop deleting 219-220; 34 


Command (continued) 

Format Tabs Set (continued) 
tab stop setting, moving 219-220; 34 
table of contents, page reference column 
moving 201 

Format Tabs Set (Gallery menu) 100-101 
Gallery 
defined 229 

Gallery entry 300, 304, 310; 35 
style sheet viewing 316-317 
Gallery menu 91-110 
GRAPHICS (DOS) 47 
Help 

canceling 96 

Quick Help 94, 95, 97; 35-37 
Help (Gallery menu) 101 
help information 94-95, 97; 36, 37 
Help Tutorial 37-38 
Help Tutorial Index 38, 127 
Help Tutorial Lesson 38, 127 
Ignore See Library Spell Ignore command 
index (.i.) 
defined 231 
hidden text 205 
index entry designating 205; 44 
inserting 205, 206 
Insert 

glossary entry inserting 121; 38, 118 
outline body text copying, moving 168 
outline heading copying, moving 168 
repeating 111 
scrap inserting 38 
undoing 81 

Insert (Gallery menu) 305; 102-103, 120 
Jump 39 
Jump Footnote 

footnote reference mark selecting 184, 185; 
28, 39 

footnote selecting 185; 27, 39 
message 129 
Jump Page 

message 119, 129, 133 
page selecting 49; 39-40 
Library 40 
Library Autosort 

list sorting 241; 40-42 
outline sorting 169; 40-42 
paragraph sorting 240-241; 40-42 
record sorting 243 
repeating 111 
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Command (continued) 

Library Autosort (continued) 
sorting description 235-237 
table sorting 237-238; 40-42 
undoing 81 
Library Hyphenate 

hyphenation 235-256; 42-43, 122-123 
repeating 111 
undoing 81 
Library Index 

index compiling 203, 208; 44-45 
index formatting 210-211 
index updating 204; 123-124 
repeating 111 
undoing 81 
Library Number 

outline heading numbering 175, 242; 45-46 
paragraph numbering 173, 241; 45-46 
undoing 81 
Library Run 

Anagram running 218-219, 220 
file deleting restrictions 90, 91; 47 
Lookup running 214, 215 
message 111 

outside program running 91; 46-48 
Word Count running 215-216 
Word Find running 220-221, 222 
Word Frequency running 216-217 
Library Spell 246; 48-49 
Library Spell Add 247, 250; 49-50 
Library Spell Correct 
message 116, 130, 134 
spelling correction, capital letter adjustment 
252; 51 

spelling correction listing 251; 50, 116 
spelling correction procedure 247; 50-51 
Library Spell Dictionary 249, 250; 52 
Library Spell Help 52 
Library Spell Ignore 247; 52 
Library Spell Mark 253; 53 
Library Spell Next 53 
Library Spell Options 

spelling correction, capital letter ignoring 
252; 54 

spelling correction, complete procedure 
251; 53 

spelling correction mark changing 253; 54 
spelling correction, quick procedure 
251; 53 

Library Spell Previous 55 


Command (continued) 

Library Spell Proof 
message 133, 140-141 
spelling checking 55 
Library Spell Quit 247; 56 
Library Spell Resume 56 
Library Table 

index entry list making 209 
index on field 203; 57, 115 
list creating 202-203 
message 115 
repeating 111 

table creating 202-203; 57-58 
table of contents compiling 193-194, 197, 
202; 57-58 

table of contents formatting 199-201 
table of contents updating 197; 123 
undoing 81 
MODE (DOS) 47 
Name (Gallery menu) 
message 118, 120 
repeating 111 

style name changing 311; 103-104 
undoing 81 
not on disk 111 
Options 

command area reduction 13, 59 
hidden text locating 191, 192, 215; 58 
invisible character display 272; 11, 58-59 
measurement unit setting 57; 12, 59 
optional hyphen viewing 255, 257; 58 
options setting 58-59 
printer display 15, 59 
screen customizing 10, 58-59 
tab character display 218, 226, 227; 59 
tab stop changing 221; 59 
PATH (DOS) 173 
Print 227; 60 
Print Direct 6l 
PRINT (DOS) 47 
Print File 6l, 186 
Print (Gallery menu) 315; 105 
Print Glossary 124; 62 
Print Merge 

form letter printing 260, 266, 280; 

62 63 

INCLUDE instruction 281; 63 
mailing label printing 284, 286 
message 125, 128 
records inserting 243 


Bold page numbers refer to pages found in Reference to Microsoft Word. 



Index 


Command (continued) 

Print Options 
ASCII file 186 
background printing 80; 64 
document selection printing 80; 65 
message 115-116, 118, 120 
orphan control 64; 66 
partial document printing 79; 65, 118 
printer changing 81; 64 
widow control 64; 66 
Print Printer 

background printing 80 
document printing 76; 66-67 
outline printing 181 
Print Queue 81; 67 
Print Repaginate 

column break preview 131 
document pagination 68-69 
page break confirming 77-78; 68, 121 
page break preview 76, 77; 68-69 
Quit 247; 69-70 
QUIT (dBASE) 291 
repeating 111 
Replace 

column manipulation 230 
message 124 
outline replacing 169 
repeating 111 

text searching/replacing 115, 117-118; 
71-73 

undoing 81 
Search 

outline searching 169 
repeating 115; 73, 146, 150, 152 
text searching 115-116; 73-74 
table (.c.) 

defined 194; 238 
inserting 194, 195-196 
table entry designating 193; 57 
table of contents See Library Table 
command; Table command (.c.) 
Transfer 107, 227; 74-75 
Transfer Clear 107; 75 
Transfer Clear All 85; 105, 75 
Transfer Clear (Gallery menu) 105 
Transfer Clear Window 
screen clearing 30, 85 
window clearing 105, 107, 109; 75 
Transfer Delete 

document deleting 85-86; 76 


Command (continued) 

Transfer Delete (continued) 
filename extension entry 87; 76 
Transfer Delete (Gallery menu) 106 
Transfer (Gallery menu) 300; 105 
Transfer Glossary 76 
Transfer Glossary Clear 77, 118, 122 
Transfer Glossary Merge 123; 77 
Transfer Glossary Save 123; 78 
Transfer Load 

document creating 30; 122 
document inserting into window 105 
document opening 31 
document retrieving 84; 78-79 
word frequency file viewing 217 
Transfer Load (Gallery menu) 314, 315; 

106, 122 

Transfer Merge 

documents merging 202, 213; 79 
repeating 111 
undoing 81 

Transfer Merge (Gallery menu) 304, 315; 107 
Transfer Options 

document directory changing 79, 117, 174 
drive specification 29; 79, 117 
Transfer Options (Gallery menu) 107-108 
Transfer Rename 80 
Transfer Rename (Gallery menu) 108 
Transfer Save 

ASCII file creating 186 
document saving 30, 83, 91; 80-81 
filename extension entry 86 
saving to directory 173 
Transfer Save (Gallery menu) 300, 315; 

108 109 
Undo 

action reversing 49; 81-83 
message 129 
repeating 111 
scrap recovery 38 
sort undoing 237 
undoing 81 

Undo (Gallery menu) 109-110 
undoing 81-83 
USE (dBASE) 291 
Window 83 
Window Close 

footnote window closing 187 
window closing 104, 105; 84 
Window Move 105; 84-85 
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Command (continued) 

Window Options 

hidden text display 190, 192, 194, 205, 214, 
216; 11, 86, 129 
key code display 306, 318; 87 
outline view entry 159; 86 
ruler, turning on/off 219; 12, 87 
screen customizing 10 
style bar opening 14, 87 
Window Split 

document/outline viewing 180 
window splitting 104; 88 
Window Split Footnote 186; 88-89 
Window Split Horizontal 105, 108; 89 
Window Split Vertical 105, 108; 89-90 
Command area 
defined 7, 225 
reduction 13-14, 59 
Command field 
defined 25; 225 
Help 95, 96-97 
information entry 26 
messages 8, 26; 114 
moving to 26, 27; 146, 152 
response 
defined 236 
deleting 146, 150 
editing 17 18, 146, 149, 150 
length 136 

listing 26, 27; 17, 128, 157 
message 114, 128, 136 
proposed response 235 
Command menu 

command area reduction 13-14, 59 
defined 225 

Edit menu See Edit menu 

exiting 26, 27, 33; 19 

Gallery menu See Gallery menu 

moving in 146, 149, 152 

shrinking 59 

turning off 59 

types 7 

COMMAND.COM file 47, 111, 213 
Computer source program 187 
Computer-based training See Learning Word 
Conditional instructions 
defined 225 
file conversion 202 
form letter 267, 273 
Control bar 98 


CONVERTD program 
options 196-197 
purpose 189-190 
startup 190 

CONVWS program 182 
Copy command 
column copying 229 
glossary creating 121 
outline copying 168 
repeating 111 
text copying 40; 19-20 
undoing 81 

COPY command (dBASE) 291 
COPY command (DOS) 47, 174 
Copy command (Gallery menu) 314; 91 
Copying 

character formatting 72-73; 155 
column 227-228, 229-230 
defined 225 

destination selecting 137 

footnote 28 

formatting 72-73; 138 

message 112 

mouse software 9 

outline body text 168 

outline heading 164, 167, 168 

paragraph formatting 72, 73; 155 

PIF file 174 

Program disk 5, 8 

speed copying 40-41 

style 314; 91 

style sheet 304 

text 

destination selecting 137 
mouse procedure 40-41, 108-109; 155 
split window procedure 108-109 
to scrap 40; 19-20 
Word to system disk 174-175 
Correct command See Library Spell Correct 
command 

Cross-reference See Index 

Ctrl-[ 261; 62 

Ctrl ] 261; 62 

Ctrl— 255; 144, 148, 149 

Ctrl-5 185 

Ctrl-Break 199, 200 

Ctrl-End 23; 144, 149 

Ctrl-ENTER 

column break setting 132; 24 
division mark inserting 141; 23, 144, 149 
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Ctrl-Home 23; 144, 149, 151 
Ctrl key 

shift key combination See Ctrl-SHiFT—; 
Ctrl-SHIFT-ENTER 

speed moving 42 
transposing 42-43 
Ctrl-LEFT 24, 46 

Ctrl-PgDn 23, 45; 145, 149, 151 
Ctrl-PgUp 23, 43; 145, 149, 151 
Ctrl-Q 98 
Ctrl-RiGHT 24, 46 

Ctrl-SHiFT — 255; 144, 148, 149, 152 
Ctrl-SHiFT-ENTER 34, 35; 144, 149, 152 
Ctrl-spacebar 33; 144, 149, 152 
Cut and paste 225 


Data document 

alternate programs 290-291 
creating 

alternate program source 290-291 
dBASE II, III source 291 
procedure 262-263 
defined 259; 225 
directory designator 262 
disk drive designator 262 
field entry 

conditional instructions 267-268 
message 139 
number allowed 262 
separator 243, 262 
text matching 268-269 
field name 262, 266 
file conversion 202 
filename extension 262 
header file 290-291; 230 
header paragraph 262, 290; 230 
main document, simultaneous viewing 263 
not required 279-280 
record 

comma missing 128-129 
contents 262 
defined 243, 262; 226 
end mark 262 
inserting 243 
screening 273 
sorting 243-244 

special characters restrictions 263 
DATA instruction 
character 261 


DATA instruction (continued) 
defined 226 

directory designator 262, 291 
disk drive designator 262, 291 
format 261 

header file location 290 
include file 283 
mailing label 284, 285 
message 114 
purpose 63 

Data Interchange Format file 189 
Date 

display 122 
key code 302 
printing date 122 
sorting 236 
Dateprint 
display 122 
scrap symbol 38 
dBASE II 

data document creating 291 
quitting 291 
text file 

conversion See File conversion 
defined 189 
dBASE III 

data document creating 291 
quitting 291 

DCA conversion programs 
file conversion 198-203 
messages 203-206 
Decimal point 

alignment 221; 35, 101 
numeric text character 235 
Definitions 223-239 
Del key 

annotation deleting 216 
column deleting 228 
command field editing 146, 150 
deleting to scrap 39; 145, 150, 226 
footnote deleting 185 
index entry page reference deleting 212 
outline body text 
deleting 169 
moving 168 
outline heading 
deleting 169 
moving 168 

shift key combination See SHiFT-Del 
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Del key (continued) 
style 

deleting 313 
moving 314 

tab stop deleting 201, 220; 34 
text 

deleting 39 
moving 41 
Delete command 

glossary entry creating 121 
outline body text 
deleting 169 
moving 168 
outline heading 
deleting 169 
moving 168 
repeating 111 
text deleting 20 
undoing 81 

Delete command (Gallery menu) 91 
Deleting 
annotation 216 
.BAK file 90 
column 226, 227-228 
command field response 146, 150 
defined 226 
dictionary words 250 
document 86; 76, 106, 111 
document dictionary words 250 
footnote 185; 28 
formatting 121, 210-211 
glossary entry 122 
Help file 90; 175 
hyphen 255 

index page reference 212 
MW.HLP file 175 
MW.INI file 175 
optional hyphen 255 
outline body text 169 
outline heading 164, 167, 169 
page break 78; 121 

paragraph mark 32, 43-44, 159; 210-211 

permanently 39 

printer files 90 

repeating 112 

running head 138 

scrap method 38, 39; 20, 145, 150 

sorting number 241 

space, Spell program 253 

style 313; 91 


Deleting (continued) 
tab stops 219, 220; 187 
TMP file 90 
undoing 82 

user dictionary words 250 
window 

keyboard procedure 105 
mouse procedure 107 
word, Spell program 253 
Delimited text file 

conversion See File conversion 
defined 189 
Delimiter 192-193, 195 
Device driver 226 
Dictionary 

document dictionary See Document 
dictionary 
length 249 

main dictionary See Standard dictionary 
message 113 
selecting 137 

standard dictionary See Standard dictionary 
types 248-249 

user dictionary See User dictionary 
words 

deleting 250 

inserting 247, 249-250; 49-50 
length 140, 141 
verifying 140 
DIF file 189 
Direct formatting 226 
Direction keys 

See also specific direction key 
alarm 211 
defined 226 
highlight 

extending 225 
moving 144, 148 
Num Lock effect 211 
outline edit 164 

scrolling 45-46; 9, 145, 148, 151 
spelling correction selecting 252 
variant selecting 305 
Directory 
changing 79 

data document, designator 262 
DATA instruction, designator 262, 291 
defined 226 

document storing 173-174 
invalid 131 
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Directory (continued) 
space 133 
specifying 117 
Disk 

boot disk 9; 174-175 

bytes free See Byte 

changing messages 136 

document disk See Document disk 

error message 114 

formatting 91 

full 114, 133, 141 

Learning Microsoft Word disk See Learning 
Word 

Printer disk See Printer disk 
Program disk See Program disk 
space 88-91; 114, 133, 204 
Spell disk See Spell disk 
system disk 174-175 
types xiii 

Utilities disk See Utilities disk 
Word disk See Word disk 
Disk drive 

changing 29; 79, 107 

data document, designator 262 

DATA instruction, designator 262, 291 

document drive defined 227 

invalid 131 

requirements xxi 

specifying 117 

Dividing See Mathematical operations 
Division 

break 142; 24, 95 
defined 125; 23, 94, 226 
formatting See Page formatting 
jumping to 49 
multiple divisions 140-141 
starting 127, 141, 142; 23, 94, 144, 149, 150 
style 297; 116 
Division mark 
description 127 
index entry end mark 205 
inserting 127, 141 
scrap symbol 38 
searching 71 

table of contents entry end mark 194; 57 
DOC file 

document extension 87; 74 
listing 84; 79 
Document 
See also File 


Document (continued) 
backup See .BAK file 
comments 200 
consistency See Style sheet 
copying between documents 108, 109 
copying within document 109 
creating 29-30 

data document See Data document 
defined 226 

deleting 86; 76, 106, 111 
editing message 115 
file See .DOC file 
form document 228 
include See Include file 
inserting into window 
keyboard procedure 105 
mouse procedure 107 
length 113 
listing 31 , 84, 105 
main document See Form letter 
merging 281-283; 62-63, 79, 128 
moving between documents 108, 109 
moving within document 109 
multiple-format 140-141 
named document 30 
naming See Filename 
number of characters 113 
opening existing document 31 
outline See Outline 
printing See Printing 
read only 79, 134 
retrieving 84; 78-79, 122, 175 
saving 

location 29; 79, 173 
message 125 
procedure 30, 83; 80-81 
selecting 

keyboard procedure 22, 24, 55, 59; 144, 

151, 152 

mouse procedure 23; 154 
style sheet attachment See Style sheet 
text See Text 
types 87 
unnamed 30 
Document dictionary 
creating 248 
defined 248; 227 
filename extension 248, 250 
message 113 
sequence 250 
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Document dictionary (continued) 
words 

deleting 250 
inserting 249-250; 49-50 
Document directory 174 
Document disk 
changing 88 
formatting 91 
full 88-89; 114 
Document drive 227 
Document view 
defined 144 
entry/exit 144, 182 
outline editing 159 

outline view, simultaneous display 180-181 
paragraph numbering 174, 177-178 
Dollar sign ($) 
filename character 86 
inserting 233 

numeric text character 235 
DOS See MS-DOS 
Dot matrix printer 60 
Double spacing 70; 147, 149, 152 
Double underline See Underline 
down key 

footnote window opening 186 
highlight moving 78 

hyphenation point selecting 257; 43, 122 
page break moving 121 
paragraph selecting 165, 182 
scrolling 24, 46 
Draft printing 80; 64 
Drive See Disk drive 


Edit menu 

commands 300; 19-90 
Gallery menu differences 91 
Edit screen 3-5 
Editing 

command field response 17-18, 146, 149, 150 

defined 227 

end mark 115 

frequency file 218 

Help 37 

message 115 

outline 159 

repeating 33; 146 

style sheet 115 

undoing 49; 81-83, 129 


EGA card 174, 177 
ELSE instruction 
defined 227 

form letter 267, 269, 280; 63 
message 115 
End key 

Ctrl key combination See Ctrl-End 
line end selecting 23; 144, 150 
outline edit 164 

outline heading selecting 166, 182; 

147, 150 
End mark 
editing 115 
format 127 
End note 188; 94 

ENDIF instruction 267-268; 63, 115, 129 
enter key 

command execution 146, 150 
Ctrl key combination See Ctrl-SHiFT-ENTER 
paragraph 
splitting 44 

starting 34, 60, 222; 144, 150 
shift key combination See Ctrl-SHiFT-ENTER 
SHIFT-ENTER 

Epson FX-80 printer 131 
Error message 

DCA conversion programs 203-206 
directory 111-141 
ERRWORDS.TXT file 133 
Esc key 

command canceling 26; 146, 150 
command menu display 13 
file conversion canceling 190 
Help command canceling 96 
hyphenation canceling 43, 123 
printing 

canceling 267; 66 
pausing 266 

repagination canceling 78 
Exclamation point (!) 86 
Exit command (Gallery menu) 317; 92 
Exiting See Quitting 
Expand defined 227 
Extend defined 227 
Extended character set 33; 165-172 
Extending highlighting See Highlight 
Extension See Filename extension 


FI key 104; 144, 150 
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F2 key 

calculating numbers 145, 150 
shift key combination See shift-F2 
F3 key 

footnote number reentry 185 
glossary entry inserting 119, 121; 145, 150 
index command (.i.) inserting 206 
table command (.c.) inserting 196 
F4 key 

format copying 72 
index command (.i.) inserting 206 
repeating actions 33, 111-113; 146, 150 
replace repeating 117 
shift key combination See shift-F4 
table command (.c.) inserting 195 
F5 key 

overtyping 32; 9, 145, 150 
shift key combination See shift-F5 
F6 key 

highlight extending 

document view 22, 24, 25, 55; 144, 150 
outline edit 166, 182 
toggle key 9 

outline heading, body text selecting 166, 182 
shift key combination See shift-F6 
F7 key 

shift key combination See shift-F7 
word selecting 22, 24; 18, 144, 146, 150 
F8 key 

shift key combination See shift-F8 
word selecting 22, 24; 18, 144, 146, 150 
F9 key 

command field response editing 18, 146, 151 
sentence selecting 22, 24; 144, 151 
shift key combination See shift-F9 
F10 key 

command field response editing 18, 146, 151 
paragraph selecting 22, 24, 166, 182; 144, 151 
shift key combination SeeSHiFT-FlO 
Field defined 227 
Field name See Form letter 
Figures list 203 
File 

See also Document; Glossary; Style sheet 
creating 78-79, 122 
defined 228 

deleting 76, 86, 106, 111 
invalid 131 
overwriting 123 

read only 79, 106, 125, 134, 139 


File (continued) 
retrieving 78-79, 122 
File conversion 
canceling 190 
columns 

input file 192 
option 197 
output file 195 
WORDTORF 203 
conditional instructions 202 
DCA to Word 198-200 
disk space 204 
field delimiter 
input file 192 
option 197 
output file 195 
formatting 
input file 191 
option 197 
output file 194 
style sheet 202 
unusable 205, 206 
input file 

column widths 192 
field delimiters 192 
format selecting 191 
invalid 204 
quote characters 192 
read error 204 
messages 203-206 
Multiplan to Word 182 
output file 

arrangement 194, 197 
column widths 195 
field delimiters 195 
format selecting 194 
naming 191 
quote character 195 
write error 205 

outside program preparation 181 
page message 205 
partial file 193-194, 197 
path error 203, 204, 206 
procedure 190-191 
quote character 
input file 192 
option 197 
output file 195 
Ready! to Word 184-185 
Revisable-Form-Text DCA document See 
herein DCA to Word; Word to DCA 
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File conversion (continued) 
running head 205, 206 
Word document preparation 185-186 
Word to computer source program 187 
Word to DCA 198, 200-203 
Word to telecommunication 186 
WordStar to Word 182-183 
work file error 206 
Filename 
changing 80 
conventions 86 
creating 29, 30; 80-81 
document dictionary 250 
duplicate 80, 113 

extension See Filename extension 
invalid 131 
listing 87; 75, 128 
message 111, 113, 117, 124, 131 
screen display 9 
user dictionary 250 
Filename extension 
See also specific filename extension 
defined 227 

document dictionary 248, 250 
file deleting 87 
listing 87; 74 

WordStar file conversion 183 
Floppy disk system 

Anagram running 218-220 
Learning Word startup 15 
Library Run command 47 
Lookup running 214-215 
Microsoft Word startup 8 
SETUP program 6-7 
Spell tools running 213 
Tutorial Help 97 
Word Count running 216 
Word Find running 221 
Word Frequency running 217 
Word on IBM TopView 174 
Word on Microsoft Windows 174 
Flush left See Left-aligned 
Flush right See Right-aligned 
Folio See Page numbering 
Font 

change ignored 134 
defined 228 
downloading 122 
file conversion 201 
measurement units 60; 60 


Font (continued) 
printing 60; 207, 208 
Font name 

changing 23; 120 
defined 59; 228 
file conversion 201 
generic font name defined 229 
impact printer message 120 
invalid 131 
Modern b 301 
printer capabilities 60; 207 
specifying 117 
style sheet 301; 93 
use suggestions 58 
Font size 

changing 284; 12, 23, 60 
defined 59; 228 
file conversion 201 
pitch 

calculation 212 
defined 234 
point 

calculation 212 
defined 234 
preset 54, 284 
printer capabilities 60; 207 
specifying 118 
style sheet 301; 93 
use suggestions 58 
Footer See Running head 
Footnote 
copying 28 
creating 184; 27-28 
defined 228 
deleting 185; 28 
end note 188; 94 
formatting 187; 27-28 
invalid action 130 
length 183 
location 188; 24, 94 
moving 185 

numbering See Footnote numbering 
printing 80 

reference mark See Footnote reference mark 
revising 185; 28 
selecting 185; 27, 39 
style 297 

style sheet 187, 307; 94 
superscript 187 
text 27-28, 228 
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Footnote (continued) 
window See Footnote window 
Footnote numbering 
automatic 

glossary procedure 122 
renumbering 184, 185; 28 
scrap symbol 38 
procedure 184; 28-29 
Footnote reference mark 
automatic, defined 223 
changing 27 
defined 27, 228 
moving 185 
not found 129 
selecting 184, 185; 28, 39 
style sheet 187 
superscript 187 
Footnote window 
border 103, 186; 5 
closing 187 
description 186; 5 
guidelines 186 
opening 

keyboard procedure 186; 88-89 
mouse procedure 107, 187; 162 
scrolling 186 
Foreign character 33; 165 
Form document 228 
Form letter 

ASK See ASK instruction 
blank lines 272-273, 290 
conditional instructions 267, 273; 225 
creating 260 

DATA See DATA instruction 
data document See Data document 
ELSE See ELSE instruction 
ENDIF See ENDIF instruction 
field defined 227 
field name 
character 261 
defined 261; 227 
formatting 261 
length 261 

number inconsistency 139 
redefined 125 
unknown 140 
IF See IF instruction 
INCLUDE See INCLUDE instruction 
instructions 

conditional instructions 267, 273; 225 


Form letter ( continued) 
instructions (continued) 
defined 231 
end mark 273 
inserting 267 
merge instructions 62-63 
nesting 273; 233 
types 267; 62-63 
mailing label See Mailing label 
main document 
creating 261-262 

data document, simultaneous viewing 263 
defined 259; 232 
merge instructions 62-63 
NEXT See NEXT instruction 
number matching 269 
printing 

highlight location 263 

multiple documents as one 281-283 

order 263 

procedure 266-267; 62-63 
records screening 273 
top line 273 

SET See SET instruction 
text matching 268 
updating 274-276 
Format Character command 
character format 
changing 59; 21-23 
checking 54 
control 58 

font changing 59-60, 284; 23, 117-118 
footnote formatting 187 
hidden text formatting 190 
style sheet freezing 202 

Format Character command (Gallery menu) 313; 
92 94 

Format command 

See also specific Format command 
format changing 55; 21 
listing 55 

style applying to text 298-299 
style sheet override 179, 299, 318 
undoing 81 

FORMAT command (DOS) 91; 174 
Format command (Gallery menu) 312; 92 
Format defined 229 
Format Division command 
include file formatting 283 
page format checking 54 
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Format Division command (continued) 
purpose 125; 23 
types 127 

Format Division command (Gallery menu) 94 
Format Division Layout command 
column break setting 132, 142; 24 
column formatting 131; 24, 203, 210 
division break setting 142; 24 
footnote positioning 188; 24 
mailing label printing 284 
Format Division Layout command (Gallery 
menu) 94-95 

Format Division Margins command 
ASCII file creating 186 
column formatting 210 
gutter margins setting 130; 25 
mailing label printing 284, 285-286 
margin 

format checking 54 
setting 129; 25-26, 211 
page break prevention 187 
page size setting 130-131; 25 
running head 

alignment 138, 139-140; 26 
format checking 54 

Format Division Margins command (Gallery 
menu) 95-96 

Format Division Page-numbers command 134- 
136; 26-27 

Format Division Page-numbers command 
(Gallery menu) 96-97 
Format Footnote command 184; 27-28 
Format Paragraph command 
footnote formatting 187 
index runover lines indenting 212 
line spacing 63; 30 
paragraph 

aligning 60-61, 67-68; 29, 30 
indenting 61 -62; 29-30 
paragraph formatting 
checking 54 
control 60; 28-30 
while typing 70 

running head alignment 139; 210 
side-by-side alignment 67-68; 30 
speed indenting 62 
style sheet freezing 202 
Format Paragraph command (Gallery menu) 
98 99 


Format Running-head command 
column formatting 210 
page number inserting 134 
running head 

format checking 54 
setting 136; 31-32 

Format Style Character command 32, 116 
Format Style command 
style applying 317; 32 
style sheet attaching 316; 33 
Format Style Division command 32, 116 
Format Style Paragraph command 32, 119-120 
Format Style Sheet command 33, 122 
Format Tabs Clear command 218; 33, 118 
Format Tabs Clear command (Gallery menu) 
100 

Format Tabs command 33 
Format Tabs command (Gallery menu) 100 
Format Tabs Reset-all command 220; 34 
Format Tabs Reset-all command (Gallery menu 

100 

Format Tabs Set command 

leader characters setting 202, 223-224; 35 
ruler display 218 
tab stop 

alignment 222-223; 35 
deleting 219-220; 34 
setting, moving 219-220; 34 
table of contents 

leader characters setting 202 
page reference column moving 201 
Format Tabs Set command (Gallery menu) 

100 101 
Formatting 

changing 54-56, 318; 21-35 
character See Character formatting 
checking 54 

column 131-133; 24, 210 
column heading 222 
complex 126 

consistency See Style sheet 

conversion See File conversion 

copying 72-73; 138 

DATA instructions 261 

defined 51; 229 

deleting 121, 210-211 

direct formatting 226 

disks 91 

end mark 127 

field name text 261 
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Formatting (continued) 
file conversion 
input file 191 
option 197 
output file 194 
style sheet 202 
unusable 205, 206 
footnotes 187; 27-28 
hardware capabilities 58 
hidden text 190, 194, 205, 214; 22, 23, 
146, 148 
include file 283 
index 

changes 208, 210 
message 126 
preset 210 

style sheet procedure 211, 307; 44-45 
input file 191 
instructions defined 229 
measurements 
abbreviations 56 

unit setting 56, 57; 59-60, 118, 119, 212 
multiple divisions 140-142 
outline body text 151, 179 
outline heading 150-151, 179-180 
outline view 179-180; 6-7 
output file 194 
page See Page formatting 
page message 126 

paragraph See Paragraph formatting 

preset 54, 125-126 

printer capabilities 58; 60, 207 

procedures 54-55 

questions and answers 208-211 

remembering 210 

repeating 33, 111, 112-113 

running head 54, 136-140; 31-32, 210 

saving 81 

screen display, effect 128 
small caps 70; 22, 146, 149, 151 
speed formatting 

characters 70-71; 21-22, 146, 208-209 
key sequences 70; 146-147, 148-149 
override 209 

paragraphs 71-72; 29, 147 
procedure 56 

speed styling similarities 299 
style changing 312-313 
style sheet attached 307, 318; 146-147, 
149, 152 


Formatting (continued) 

speed formatting (continued) 
style sheet override 179 
turning off 209 
standard 297 
style 

conflict 138 

similarities/differences 299 
style sheet See Style sheet 
table of contents 
message 126 
procedure 199-202 
style sheet procedure 200; 57-58 
tables 57-58, 126 
undoing 49; 83 
viewing 54 

Freezing style sheet 202 
Frequency file 217 
FRQ file 217 
Function key guide xiv 


Gallery 

clearing 105 
defined 229 

entry 300, 304, 310; 35 
exiting 317; 35, 92 
Gallery command 
defined 229 

Gallery entry 300, 304, 310; 35 
style sheet viewing 316-317 
Gallery menu 

commands 300; 91-110 
Edit menu differences 91 
Gallery screen 5-6 
Galley defined 229 
Global replace defined 229 
Glossary 
See also File 
addresses 120 
clearing 85; 77, 118 
creating 121 
date 122 
defined 119; 229 
entry 

defined 119 
deleting 122 

inserting 113, 119, 121, 206; 38, 145, 150 
number allowed 121 
overwriting 123 
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Glossary (continued) 
entry (continued) 
scrap similarities 119 
size 121 

file See .GLY file 

footnote number 122 

index command (.i.) inserting 206 

merging 77 

name 

built-in 122 
clearing 77 
conventions 122; 20 
duplication 123 
entry 118 
invalid 132 
nonexistent 126 
reserved 136 
page numbering 122 
printing 122, 124; 62 
saving 119, 123; 78, 124 
table command (.c.) inserting 196 
time 122 

use suggestions 120-121 
GLY file 

extension 87; 74, 77 
NORMAL.GLY 123; 76 
Graphics adapter 
EGA card 174, 177 
requirements xxi 
Word startup 176 
Graphics character 165, 170 
GRAPHICS command (DOS) 47 
Graphics mode 

character formatting display 176 
hidden text display 190 
mouse pointer shapes 177, 211 
Gutter margin 
defined 129; 229 
setting 129-130; 25 
style sheet 96 


/H switch 176, 177 
Hanging indent 

command procedure 61 
defined 230 
index 212 

speed formatting 70, 72; 147, 149, 152 
Hard break 230 


Hard disk system 
Learning Word 
installation 6 
startup 16 
Microsoft Word 
installation 5-6, 7 
startup 9 

SETUP program 7 
shared system 134 
Spell disk installation 5, 6, 7 
Word on IBM TopView 174 
Word on Microsoft Windows 174 
Word program directory 173 
Hardware 

formatting capabilities 58 
Microsoft Word startup 176 
requirements xxi 
switches 174, 176 
Head See Running head 
Header file See Data document 
Header paragraph See Data document 
Heading 

See also Outline heading; Running head 
defined 230 
Help 

command field help 95, 96-97 
command help 94-95, 97; 36, 37 
entry 94-95; 35-37, 146, 148, 151 
exiting 95-96; 36 
Library Spell commands 52 
mouse help 37 
Product Support xx 
Quick Help 93-96, 98; 35-37 
style sheet attached 318; 36 
Tutorial Help 96-98; 37-38 
types 93 
Help command 
canceling 96 

Quick Help 94, 95, 97; 35-37 
Help command (Gallery menu) 101 
Help file 
deleting 90; 175 
message 112 
Help mark 95; 9, 36, 230 
Help screen 94 
Help Tutorial command 37-38 
Help Tutorial Index command 38, 127 
Help Tutorial Lesson command 38, 127 
Hercules Graphics adapter 176 
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Hidden text 
defined 230 

display 190, 192, 194, 203, 214, 216; 11, 23, 

86, 129 
formatting 

entry 190, 194, 205, 214; 22, 23, 146, 148 
removing 190, 205 
index command (.i.) 205 
index compiling, effect 191, 208 
locating 191, 192, 215; 10-11, 58 
outline 170 

page numbering, effect 191, 192, 197, 208 

printing 190, 191, 192, 216 

purpose 189 

scrap symbol 38 

selecting 191 

style sheet 194, 205, 214; 94 
table command (.c.) 193 
use suggestions 58; 86 
window display 109 
Highlight 

See also Text selecting 
defined 231 
extending 
defined 227 

keyboard procedure 24, 25, 55; 

144, 150 

mouse procedure 25 
outline edit 164, 166, 182 
form letter printing 263 
ruler 201; 34 
Home key 

Ctrl key combination See Ctrl-Home 
heading selecting 147, 151 
line selecting 23; 144, 151 
outline edit 164 

outline heading selecting 166, 182 
Horizontal scroll bar See Scroll bar 
HYPH.DAT file 42 
Hyphen (-) 
deleting 255 
filename character 86 
inserting 255 

leader characters 202, 223; 35, 101 
nonbreaking hyphen 
defined 254 

inserting 255; 144, 148, 149, 152 
normal hyphen 
defined 254 
inserting 255 


Hyphen (-) (continued) 
optional hyphen 

automatic hyphenation 255-256; 42-43 
defined 254; 233 
deleting 255 
display 255, 257; 10, 58 
inserting 255; 144, 148, 149 
nonhyphenated words 257 
scrap symbol 38 
searching 71 
types 254 
Hyphenation 

automatic 255-257; 42-43 

canceling 257; 43, 123 

confirming 256-257; 43, 122-123, 127 

manual 254-255 

nonhyphenated words 257; 43 

number recorded 141 

undoing 49; 83 


IBM TopView 174 
IF instruction 

blank line control 272-273, 290 
data document function 280 
defined 231 

form letter instructions 267-268; 63 
mailing label printing 288 
message 115 
nesting 273 

number matching 269; 63 
record screening 273 
text matching 268; 63 
types 268-269 

Ignore command See Library Spell Ignore 
command 

Impact printer 120, 234 
Include file 

circular reference 135 
DATA instructions 283 
formatting 283 

Microsoft Multiplan document 282 
nesting 283; 139 
procedure 281-283; 63 
recursive 135 
INCLUDE instruction 
circular reference 135 
document 
formatting 283 
merging 281-283; 63 
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INCLUDE instruction (continued) 
nesting 283; 139 
Indenting 

cumulative 72 

decreasing 70, 72; 29, 147, 149, 151 
first line 62; 29 
hanging indent 

command procedure 61 
defined 230 
index 212 

speed formatting 70, 72; 147, 149, 152 
increasing 70, 72; 29, 147, 149, 151 
indent defined 231 
index entry 211, 212; 44-45 
left indent 62; 29, 98 
mouse procedure 62; 160 
outline heading 146, 147, 150 
right indent 62; 30, 98 
side-by-side alignment 65-67 
speed formatting 70, 72; 29, 147, 148, 149, 
151, 152 

speed indenting 62; 160 
style sheet 57-58, 98 
symbols 62 

table of contents entry 199; 57 
Index 

appearance 209 
bold use suggestions 212 
columns 212 
compiling 

hidden text effect 208 
procedure 203, 208-209; 44-45 
cross reference 207, 212, 213 
first line 208 
formatting 

changes 208, 210 
message 126 
preset 210 

style sheet procedure 211, 307; 44-45 
guidelines 213-214 
indenting See Index entry 
italic use suggestions 212 
last line 208; 115 

Learning Word index See Learning Word 
location 208 
multiple documents 213 
page numbering 

hidden text effect 191, 208 
procedure 212 

page reference See Index entry 


Index (continued) 

replacing 204; 123-124 
see reference 207, 212, 213 
style sheet 211, 307; 44-45 
styles 298 

subentries See Index entry 
tips 213-214 
title 211 

two-column 212 
undoing 83 

updating 204; 123-124 
versions 209 
Index command (.i.) 
defined 231 
hidden text 205 

index entry designating 205; 44 
inserting 205, 206 
Index entry 

blind entry 212; 224 
capitalization 210; 44 
cross reference 207, 212, 213 
defined 231 
designating 205; 44 
enclosure 206 
end mark 205 
existing text 205-206 
guidelines 213-214 
indenting 211, 212; 44-45 
inserting 205, 206 
inverting 207, 213 
levels 

indenting 211, 212; 44 
number allowed 206 
paragraph styles 211 
list making 209 
location 207 
new entries 207 
not found 129 
page reference 210, 212; 44 
placement 207 

primary reference emphasis 212 
see reference 207, 212, 213 
separator character changing 210 
subentry 206, 211; 44 
tips 213-214 

Input file See File conversion 
Ins key 

column inserting 229 

inserting from scrap 39, 41; 145, 151 

leader character inserting 223 
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Ins key (continued) 

outline body text copying, moving 168 
outline heading copying, moving 168 
shift key combination See SHIFT-Ins 
style copying 314 

tab stop inserting 201, 220, 222; 34 
Insert command 

glossary entry inserting 121; 38-118 
outline body text copying, moving 168 
outline heading copying, moving 168 
repeating 111 
scrap inserting 38 
undoing 81 

Insert command (Gallery menu) 303; 102, 
118, 120 
Inserting 

annotation 214 
capital letters 9 
column 230-231 
column break 132, 142; 24, 95 
DATA instructions characters 261 
defined 231 
division mark 127, 141 
document dictionary words 249-250; 49-50 
document into window 
keyboard procedure 105 
mouse procedure 107 
dollar sign ($) 233 
form letter instructions 267 
glossary entry 113, 119, 121, 206; 38, 

145, 150 

hyphens 255; 144, 148, 149, 152 

index command (.i.) 205, 206 

index entry 205, 206 

key code 102 

leader characters 223 

main document instructions 267 

newline character 35 

page break 34, 35; 144, 149, 152 

paragraph mark 34, 44, 60, 222 

records 243 

remark 103 

repeating 112 

scrap 39; 38, 145, 151 

space 152 

special characters 33; 165 
standard dictionary words 249; 50 
style 102-103 

tab character 218, 229-230; 152 
tab stop 201, 219-220, 222; 34, 159 


Inserting (continued) 
table command (.c.) 194, 195-196 
text 

from scrap 39; 38, 145, 151 
glossary procedure See Glossary 
mouse procedure 40 
repeating 112 
undoing 82 

user dictionary words 249-250; 50 
Insertion point 231 
Inside address 302 
Instruction See Form letter 
Invisible character display 10-11, 58-59 
Italic 

index use suggestions 212 

screen display 176-177 

speed formatting 70; 22, 146, 149, 151 

style sheet 93 

use suggestions 58 


Jump command 39 
Jump Footnote command 

footnote reference mark selecting 184, 185; 
28, 39 

footnote selecting 185; 27, 39 
message 129 
Jump Page command 
message 119, 129, 133 
page selecting 49; 39-40 
Justifying 

command procedure 29 

justified defined 231 

microspace justification 1SS1 

speed formatting 70; 29, 147, 149, 151 

style sheet 98 


Key 

Alt 

foreign character entry 33; 165 
format copying with mouse 73 
speed formatting See Alt key combination 
speed styling 296, 299, 312, 317-318 
Alt ( 147, 149, 152 
Alt ) 147, 149, 152 
Alt- + 70, 187; 22, 146, 148 
Alt - 70; 22, 146, 148 
Alt-= 146, 148 

Alt-0 149, 150, 151, 153, 182; 147, 149, 152 
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Key (continued) 

Alt-2 70; 147, 149, 152 
Alt-9 

outline body text raising 153 
outline heading raising 150, 152, 153, 182; 
147, 149, 152 

Alt-b 70, 307, 312, 318; 22, 146, 148 

Alt-c 70; 29, 147, 148 

Alt-d 70; 22, 146, 148 

Alt-e 190, 194, 205, 214; 22, 146, 148 

Alt-f 70; 148 

Alt-h 95; 36, 146, 148, 151 
Alt-i 70; 22, 146, 149, 151 
Alt-j 70; 29, 147, 149, 151 
Alt k 70; 22, 146, 149, 151 
Alt 1 70; 29, 147, 149, 151 
Alt-m 70, 72; 29, 147, 149, 151 
Alt-n 70, 72; 29, 147, 149, 151 
Alt-o 70; 29, 147, 149, 151 
Alt-p 

outline body text creating 150, 152, 153 
Paragraph Standard style setting 70, 71, 313; 
29, 147, 149, 151 
Alt-r 70; 29, 147, 149, 151 
Alt-s 70; 22, 146, 149, 151 
Alt-spacebar 

Character Standard style setting 70, 71, 313; 
22, 146, 149, 209 

hidden text format removing 190, 194, 205, 
214 

Alt t 70, 72; 29, 147, 149, 152 

Alt-u 70, 71; 22, 146, 149, 152 

Alt x 318; 146 147, 149, 152 

Alt-xb 307, 318 

Alt-xe 194, 205, 214 

Alt-xh 318; 36 

Alt-xp 150, 152, 178 

asterisk (*) 157, 158, 182; 147, 148 

BACKSPACE 
alarm 212 

command field response erasing 146, 149 
moving in menu 146, 149 
overtype mode 32; 212 
paragraph mark deleting 43 
text erasing 32; 17, 145, 149, 226 
Caps Lock 9 
combinations 144-152 
Ctrl 

speed moving 42 
transposing 42-43 


Key (continued) 

Ctrl-[ 261; 62 
Ctrl ] 261; 62 
Ctrl— 255; 144, 148 
Ctrl-5 185 
Ctrl-Break 199, 200 
Ctrl-End 23; 144, 149 

Ctrl-ENTER 

column break setting 132; 24 
division mark inserting 141; 23, 144, 149 
Ctrl-Home 23; 144, 149, 151 
Ctrl-LEFT 24, 46 

Ctrl-PgDn 23, 45; 145, 149, 151 

Ctrl-PgUp 23, 45; 145, 149, 151 

Ctrl-Q 98 

Ctrl-RiGHT 24, 46 

Ctrl-SHiFT— 255; 144, 148, 152 

Ctrl-SHiFT-ENTER 34, 35; 144, 149, 152 

Ctrl-spacebar 33; 144, 149, 152 

Del 

annotation deleting 216 
column deleting 228 
command field editing 146, 150 
deleting to scrap 39; 145, 150, 226 
footnote deleting 185 
index entry page reference deleting 212 
outline body text deleting 169 
outline body text moving 168 
outline heading deleting 169 
outline heading moving 168 
style deleting 313 
style moving 314 
tab stop deleting 201, 220; 34 
text deleting 39 
text moving 41 
DOWN 

footnote window opening 186 
highlight moving 78 

hyphenation point selecting 257; 43, 122 
page break moving 121 
paragraph selecting 165, 182 
scrolling 24, 46 
End 

line end selecting 23; 144, 150 
outline heading selecting 166, 182; 

147, 150 

ENTER 

command execution 146, 150 

paragraph splitting 44 

paragraph starting 34, 60, 222; 144, 150 
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Key (continued) 

Esc 

command canceling 26; 146, 150 
command menu display 13 
file conversion canceling 190 
Help command canceling 96 
hyphenation canceling 43, 123 
printing canceling 267; 66 
printing pausing 266 
repagination canceling 78 
FI 104; 144, 150 
F2 145, 150 
F3 

footnote number reentry 185 
glossary entry inserting 119, 121; 145, 150 
index command entry (.i.) 206 
table command entry (.c.) 196 
F4 

format copying 72 
index command (1.) inserting 206 
repeating actions 33, 111-113; 146, 150 
replace repeating 117 
table command (.c.) inserting 195 
F5 32; 9, 145, 150 
F6 

highlight extending 22, 24, 25, 55, 166, 
182; 144, 150 

outline heading, body text selecting 
166, 182 
toggle key 9 

F7 22, 24, 18, 144, 146, 150 
F8 22, 24; 18, 144, 146, 150 
F9 

command field response editing 18, 

146, 151 

sentence selecting 22, 24; 144, 151 
F10 

command field response editing 18, 

146, 151 

paragraph selecting 22, 24, 166, 182; 

146, 151 

Home 

heading selecting 147, 151 
line selecting 23; 144, 151 
outline heading selecting 166, 182 
Ins 

column inserting 229 
inserting from scrap 39, 41; 145, 151 
leader character inserting 223 
outline body text copying, moving 168 


Key (continued) 

Ins (continued) 

outline heading copying, moving 168 
style copying 314 

tab stop inserting 201, 220, 222; 34 

LEFT 

hyphenation point selecting 257; 122 
paragraph selecting 165, 182 
ruler highlight moving 201, 220; 34 
scrolling 24, 46 
locking 9, 232 

minus (-) 154, 158, 182; 147, 148 

Num Lock 9, 211 

outline key sequences 182 

PgDn 45; 145, 151 

PgUp 45; 145, 151 

plus ( + ) 155, 158, 182; 147, 148 

RIGHT 

command field response listing 26; 17 
document listing 31, 84, 105 
hyphenation point selecting 257; 122 
paragraph selecting 166, 182 
printer files listing 81 
ruler highlight moving 201, 220; 34 
scrolling 24, 46 

spelling correction listing 247, 251 
variant listing 305, 308 
Scroll Lock 25, 46; 9, 145, 148, 151 
SHIFT 40 

SHIFT-+ 156, 157, 158, 182; 147, 148, 152 
SHIFT-- 155, 158, 182; 147, 148, 152 
SHiFT-Del 39; 145, 150, 152 

SHIFT-ENTER 

line starting 34, 35; 144, 150, 152 
mailing label printing 286 
return address creating 302 
row creating 217-218 
shift-FI 144, 150, 152 
shift-F2 144, 182; 145, 147, 150, 152 
shift-F4 113, 113, 117; 146, 150, 152 
shift-F5 145, 163 164, 182; 147, 150, 152 
shift-F6 225; 9, 144, 150, 152 
SHIFT F7 24; 144, 150, 152 
shift-F8 24; 144, 150, 152 
shift-F9 24; 144, 151, 152 
shift-F10 22, 24, 55, 59; 144, 151, 152 
SHiFT-Ins 39; 145, 151, 132, 235 
shift-tab 146, 152 
spacebar 

moving in menu 146, 152 
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Key (continued) 

spacebar (continued) 
space inserting 152 
status 9 
TAB 

column, moving to 217 
command field, moving to 26, 95; 146, 152 
tab character inserting 229, 230; 152 
toggle keys 9 
UP 

footnote window opening 186 
highlight moving 78 

hyphenation point selecting 257; 43, 122 
page break moving 121 
paragraph selecting 165, 182 
scrolling 24, 46 
Key code See Style sheet 
Keyboard 

action table 144-147 
character formatting 146 
column selecting 224-225; 144, 150, 152 
command choosing 26; 146 
command field 
help 95 

response editing 146 
document 
deleting 86 

inserting into window 105 
listing 31, 84, 87, 105 
retrieving 84 

selecting 22, 24, 55, 59; 144, 151, 152 
footnote window opening 186; 88-89 
format copying 72 
Help 37 

highlight extending 24, 25, 55; 144, 150 
key combinations 144-152 
leader characters setting 223 
Learning Word disk xiii, 12 
line selecting 24; 144, 151, 152 
online training See Learning Word 
outline heading 

collapsing 154, 158, 182; 147, 148 
expanding 155, 158, 182; 147, 148 
selecting 147, 151 
paragraph 

formatting 147 
selecting 22, 24; 144, 151 
repeating actions 33, 111; 146, 150 
ruler, turning on/off 219; 12, 87, 212 
scrolling 45-46; 9, 145, 148, 151 


Keyboard (continued) 

sentence selecting 22, 24; 144, 150, 151, 152 
speed formatting 70; 146-147 
spelling correction 246-247 
style 

copying 314 
deleting 313 
moving 313-314 
tab stop 

alignment 222 
deleting 219; 34 
inserting 219; 34 
moving 220; 34 
text 

copying 40, 108, 109; 19-20 
deleting 39; 145, 150 
moving 41, 108, 109 
text selecting 

extending 22, 24, 25, 55; 144, 150 
outline edit 165-167, 182 
procedure 22, 23; 18, 144, 147, 148, 150, 
151, 152 
window 

control 104-106 

selecting 144, 149, 150, 151, 152 
word selecting 22, 24; 18, 144, 146, 150 


/L switch 175, 176 
Laser printer 60, 131 
Leader characters 
choices 35 
defined 232 
inserting 223 
overwrite 223 
setting 

keyboard procedure 223 
mouse procedure 224; 160 
style sheet 101 
table of contents 201-202 
Learning Word 
control bar 98 
description xiv, 11 
hard disk system 6, 16 
icon xix 

index 96; 38, 128 
inserting message 135 
keyboard version xiii, 12 
lesson 

not available 128 
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Learning Word (continued) 
lesson (continued) 
selecting 37-38 
menus 13-14 
mouse version xiii, 12 
moving in 98 
SETUP program running 6 
startup 

floppy disk system 13 
hard disk system 16 
summary xix 
symbol xix 

Tutorial Help See Help 
Left bracket ([) 62 
left key 

Ctrl key combination See Ctrl-LEFT 
hyphenation point selecting 257; 122 
paragraph selecting 165 , 182 
ruler highlight moving 201, 220; 34 
scrolling 24, 46 
Left-aligned 

speed formatting 70; 29, 147, 149, 151 
style sheet 98, 101 
tab stops 221; 35, 101 
Letter 

form letter See Form letter 
key codes 301-303 
Letterhead key code 301 
Lexicon 223-239 
Library Autosort command 
list sorting 241; 40-42 
outline sorting 169; 40-42 
paragraph sorting 240-241; 40-42 
record sorting 243 
repeating 111 

sorting description 235-237 
table sorting 237-238; 40-42 
undoing 81 
Library command 40 
Library Hyphenate command 
hyphenation 255-256; 42-43, 122-123 
repeating 111 
undoing 81 

Library Index command 
index 

compiling 203, 208; 44-45 
formatting 210-211 
updating 204; 123-124 
repeating 111 
undoing 81 


Library Number command 

outline heading numbering 175, 242; 45-46 
paragraph numbering 173, 241; 45-46, 56 
undoing 81 
Library Run command 
Anagram running 218-219, 220 
canceling 47 

file deleting restrictions 90, 91; 47 
Lookup running 214, 215 
message 111 

outside program running 91; 46-48 
Word Count running 215-216 
Word Find running 220-221, 222 
Word Frequency running 216-217 
Library Spell Add command 247, 250; 49-50 
Library Spell command 246; 48-49 
Library Spell Correct command 
message 116, 130, 134 
spelling correction 

capital letter adjustment 252; 51 
listing 251; 50, 116 
procedure 247; 50-51 

Library Spell Dictionary command 249, 250; 52 
Library Spell Help command 52 
Library Spell Ignore command 247; 52 
Library Spell Mark command 253; 53 
Library Spell Next command 53 
Library Spell Options command 
complete procedure 251; 53 
quick procedure 251; 53 
spelling correction 

capital letter ignoring 252; 54 
mark changing 253; 54 
Library Spell Previous command 55 
Library Spell Proof command 
message 133, 140-141 
spelling checking 55 
Library Spell Quit command 247; 56 
Library Spell Resume command 56 
Library Table command 

index entry list making 209 
index on field 203; 57, 115 
list creating 202-203 
message 115 
repeating 111 

table creating 202-203; 57-58 
table of contents 
compiling 193-194, 197; 57-58 
formatting 199-201 
multiple documents 202 
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Library Table command (continued) 
table of contents (continued) 
updating 197; 123 
undoing 81 
Line 

alignment 29 

blank lines, form letter 272-273, 290 
defined 119 

formatting See Paragraph formatting 
selecting 

keyboard procedure 24; 144, 151, 152 
mouse procedure 23; 154 
starting 34, 35; 144, 150, 152 
Line break 

control 33, 64-65 
review 59 
Line drawings 200 
Line spacing 

automatic 63; 119 

double spacing 70; 147, 149, 152 

message 119 

printer capabilities 64 

setting 63; 30 

speed formatting 70; 29, 147, 149, 151 
style sheet 99 
List 

creating 202-203 
sorting 241 

Loading See Retrieving 
Locking key 9, 232 
Lookup 213-215 


Mailing label 

DATA instruction 284, 285 
IF instruction 288 
NEXT instruction 283, 284 
printing 

different numbers of lines 286-288 
one column 285-286 
three columns 283-285 
Main command menu 232 
Main document See Form letter 
MAINDICT.CMP file 112, 133 
MAKE.PRD program 207 
Margin 

defined 129; 232 
display 212 

formatting checking 54 


Margin (continued) 
gutter margin 
defined 129; 229 
setting 129-130; 25 
style sheet 96 

inside margin See Gutter margin 
measurement units 212 
preset 54, 66, 125 
running heads 138; 26, 210 
setting 129; 25-26, 208, 211 
style sheet 307; 95-96 
Matching See Searching 

Mathematical operations 231-233; 128, 145, 150 
Mathematical symbol 165, 171 
Measurement See Formatting 
Memory 

availability check 96 
clearing 85 
insufficient 127 

Library Run command, requirements 47 
program resident 185 
RAMDrive 178-179 
requirements xxi 

Tutorial Help requirements 96; 37 
Menu 

command menu See Command menu 
defined 233 

Edit menu See Edit menu 
Gallery menu See Gallery menu 
Learning Word 13-14 
Merging 

documents 281-283; 62-63, 79, 128 
file conversion 201-202 
form letter 62-63 
glossary 77 
message 128 
style sheet 315; 107 
Message 

command area reduction 13 
DCA conversion programs 203-206 
defined 233 
directory 111-141 
Message line 8, 233 
Microsoft Multiplan 

conversion to Word 182 
insertion into Word 282 
Microsoft Windows 174 
Microsoft Word 

computer source program conversion 187 
copying to system disk 174-175 
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Microsoft Word (continued) 

document conversion See File conversion 
external programs 185-187 
features xi 
files 178 

hard disk, installation 5-6, 7 
hardware requirements xxi 
IBM TopView, running on 174 
Microsoft Multiplan files 
conversion 182 
insertion into Word 282 
Microsoft Windows, running on 174 
package contents xiii-xiv 
program directory 173 
quitting 69-70 
RAMDrive 245; 178-179 
Ready! files conversion 184-185 
registration card xv 
serial number xv 
settings remembering 209-210 
setup 5-8 
shared use 134 
startup 

document retrieving 175 
floppy disk system 8 
hard disk system 9 
hardware setups 176 
telecommunication conversion 186 
WordStar files conversion 182-183 
Microspace justification 207 
Minus key ( — ) 

outline heading collapsing 154, 158, 182; 
147, 148 

shift key combination See shift- — 

Minus sign ( — ) 231, 233 
Misspelling See Spelling correction 
MODE command (DOS) 47 
Modern b 301 
Monochrome screen 

character formatting 177, 210 
mouse pointer shape xx; 211 
Mouse 
button 28 

character formatting copying 73; 155 

click defined 224 

command 

canceling 158 
choosing 27; 157 
confirming 158 
execution 27; 157 


Mouse (continued) 
command field 
help 95 

response listing 157 
document 
deleting 86 

inserting into window 107 
retrieving 84 
selecting 23; 154 

footnote window opening 107, 187; 162 

format copying 72-73; 138 

help information 37 

help selecting 9, 36 

highlight extending 25 

indenting 62; 160 

installation 211 

leader characters setting 224; 160 

Learning Word disk xiii, 12 

left button 28 

line selecting 23; 154 

online training See Learning Word 

outline body text copying, moving 168 

outline edit 164 

outline heading 

collapsing 154, 158; 163 
copying 168 

expanding 156, 158; 163 
moving 168 
selecting 163 

paragraph format copying 73; 155 
paragraph selecting 23; 154 
point defined 234 
pointer shapes 

command area 164 
graphics mode 177, 211 
monochrome screen xx; 211 
scroll bar 48; 164 
selection bar 23; 164 
text mode xx; 177-178, 211 
window 164 

window borders 106; 164 
repeating actions 111 
right button 28 

ruler, turning on/off 219; 12, 87, 158, 212 

scrolling 46-47; 156 

sentence selecting 23; 153 

software copying 9 

spelling correction 247, 

style copying, moving 314 
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Mouse (continued) 
tab stop 

alignment 222-223; 160 
clearing 159 
inserting 159 
moving 220; 34, 159-160 
text 

copying 40-41, 108-109; 155 
inserting 40 

moving 42, 108-109; 154-155 
text selecting 
extending 25 
outline edit 167 
procedure 23; 153-154 
thumbing 47-48 
transposing text 42-43 
window control 106-107; 161-162 
word selecting 23; 153 
Moving 

column 226, 227-229 
column heading 227-228 
description 41 
destination selecting 137 
footnote 185 

footnote reference mark 185 
Help file 90 
MW.HLP file 90 
outline body text 168 
outline heading 164, 168 
ruler highlight 201, 220; 34 
speed moving 42 
style 313-314 
tab stop 

keyboard procedure 220; 34 
mouse procedure 220; 34, 159-160 
table of contents page reference column 
200-201 

text 

between documents 108, 109 
destination selecting 137 
keyboard procedure 41 
message 112 

mouse procedure 42, 108-109; 154-155 
speed moving 42 
within document 109 
undoing 83 

window border 106, 107; 84-85, 162 
MS-DOS 

column compatibility 221 
command message 117 


MS-DOS (continued) 
loading 6-7 
mouse software 9 
SETUP program running 6-7 
version requirements xxi 
Multiplan See Microsoft Multiplan 
Multiplying See Mathematical operations 
MW##.TMP file 88 
MW.HLP file 90; 175 
MW.INI file 70, 175, 179 


Name command (Gallery menu) 
message 118, 120 
repeating 111 

style name changing 311; 103-104 
undoing 81 
Naming 

conventions 86 
documents See Filename 
output file 190-191 
style 311; 103-104 
style sheet 315; 108 
Negative indent See Hanging indent 
Nesting 273; 233 
Newline character 
display 10-11, 58 
inserting 35 
row end mark 218 
scrap symbol 38 
searching 71 
NEXT instruction 
form letter instructions 273; 63 
mailing label printing 283, 284 
Nonbreaking hyphen See Hyphen (-) 
Nonbreaking space 33; 71, 144, 149, 152 
Normal hyphen See Hyphen (-) 
NORMAL.GLY file 123; 76 
NORMAL.STY file 187, 295; 33, 210 
Notes, window display 109 
Num Lock key 9, 211 
Number 

calculating 231-233; 128, 145, 150 
invalid 132 
matching 269 
sorting number 240-241 
Numbering 

footnote See Footnote numbering 
legal format 175, 176 
outline heading 174, 175-177 
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Numbering (continued) 
pages See Page numbering 
paragraphs 

document view 173-174, 177-178; 45-46 
outline view 173-174, 175-177; 45-46 
sequence 177-178; 45-46 
undoing 83 
Numeric text 

characters 233; 41 
defined 233 
sorting 235; 40-41, 233 


Online training See Learning Word 
Option 
invalid 132 
selecting 138 

Optional hyphen See Hyphen (-) 

Options command 

command area reduction 13, 59 
hidden text locating 191, 192, 215; 58 
invisible character display 272; 11, 58-59 
measurement unit setting 57; 12, 59 
optional hyphen viewing 255, 257; 58 
options setting 58-59 
printer display 15, 59 
screen customizing 10, 58-59 
tab character display 218, 226, 227; 59 
tab stop changing 221; 59 
Orphan 

control 64-65, 76; 66 
defined 64; 233 
Outline 

body text See Outline body text 
creating 149 
description 144 
document relationship 144 
document view See Document view 
editing 159 

example 160-161, 170-173 
existing documents 162-163 
heading See Outline heading 
hidden text 170 
practice 160-161, 170-173 
printing 181 
revising 163-173 
saving 181 

searching/replacing 169 
sorting 169, 242-243; 40-42 
style 298 


Outline (continued) 

style sheet procedure 162, 178-179, 307 
table of contents creating 195 
window display 109, 180-181 
Outline body text 
collapsing 

defined 148;225 

procedure 155, 158, 182; 147, 148, 152 
symbol 6 
copying 168 
creating 150, 152, 153 
defined 147; 224 
deleting 169 

expanding 156, 157-158, 182; 147, 148, 152 
formatting 151, 179 
moving 168 

raising to heading 152, 153 
style sheet 178 

Outline edit See Outline view 
Outline heading 

changing to body text 152-153 
collapsing 

description 148 

keyboard procedure 154, 158, 182; 

147, 148 

mouse procedure 154, 158 
purpose 153 
symbol 6 
copying 

outline body text inclusion 167 
outline edit 164, 168 
creating 149-150 
defined 146 
deleting 

outline body text inclusion 167 
outline edit 164, 169 
expanding 

all levels 156-157, 158, 182 
defined 148; 227 

keyboard procedure 155, 158, 182; 

147, 148 

mouse procedure 156, 158; 163 
formatting 179-180 
indenting 146, 147, 150 
levels 

assigning 146, 150-151 
designator removing 242 
lowering 149, 150, 151, 153, 182; 147, 
149, 152 
number 147 
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Outline heading (continued) 
levels (continued) 

raising 150, 152, 153, 182; 147, 149, 152 
styles 178-179 

lowering 149, 150, 151, 153, 182, 147, 149, 
152, 232 
moving 164, 168 
numbering 174, 175-177; 45-46 
paragraph characteristics 146 
raising 150, 152, 153, 182; 147, 149, 152, 235 
selecting 165-167, 182; 147, 148, 163 
style sheet 178-179 
subordination number 147 
Outline screen 146-149; 6-7 
Outline view 

character formatting 179-180; 7 
defined 144; 241 

document view, simultaneous display 180-181 
entry/exit 144, 159, 182; 86, 145, 147, 150, 
152 

outline edit 

defined 145; 234 

entry/exit 145, 163, 182; 147, 150, 152 
outline body text copying, moving 168 
outline body text deleting 169 
outline heading collapsing, expanding 153 
outline heading copying, moving 168 
screen 164-165 

text selecting 145, 164, 165-167 
page formatting 179-180; 7 
paragraph formatting 159, 179-180; 6 
style sheet warning 179 
text edit 

defined 145; 238 
entry/exit 145, 164, 182 
outline editing 159 
outline heading collapsing, expanding 
153, 154 

outline heading typing 149 
selecting restrictions 145, 159 
Output file See File conversion 
Overtyping 

backspace key function 32; 212 
defined 234 
description 32 
key code 32; 9, 145, 150 
Overwriting 
file 123 

file conversion 199, 201 
glossary entry 123 


Overwriting (continued) 
leader characters 223 
tab stop 222 


Page 

break See Page break 
formatting See Page formatting 
not found 129-130 
numbering See Page numbering 
printing 79; 65, 118 
selecting 25, 49; 39-40, 119, 129-130 
size setting 130-131; 25, 96 
starting 34, 35; 144, 149, 152 
Page break 
automatic 35, 76 
canceling 78 
character 35, 77, 78 
confirming 77-78; 68-69, 121 
defined 35; 68, 234 
deleting 78; 121 
hard break 230 
manual 

deleting 78; 69, 121 
inserting 34, 35; 144, 149, 152 
new format 142 
prevention 302; 187 
preview 76-77 
searching 71 
soft break 237 
style sheet 95 
Page formatting 
checking 54 

division starting 127, 141, 142; 23, 94, 144, 
149, 150 

even-numbered format 142; 24 
examples 53 
include file 283 
location control 142 
message 126 

multiple formats 140-142 
odd-numbered format 142; 24 
outline view 179-180; 7 
style sheet 307; 94 
Page header See Running head 
Page numbering 
canceling 78 
folio defined 228 
format 135, 140-141; 27, 97 
Format Division Page-numbers command 
method 134, 135-136; 26-27 
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Page numbering (continued) 

Format Running-head command method 134 

glossary method 122 

hidden text effect 191, 192, 197, 208 

index 

changes, effect 191, 208 
procedure 212 
location 135-136, 140; 26 
message 133 
methods 134 
printing 208 

running head location 140 
scrap symbol 38 
screen display 8-9 
style 297 

style sheet 307; 96-97 
table of contents 
effect 197, 198 
Roman numerals 202 
Page range printing 79; 65, 118 
Page reference See Index entry; Table of 
contents 

Paper size 54, 125 
Paragraph 

alignment 60-61, 65-69; 98, 99 

defined 22, 34, 60; 234 

formatting See Paragraph formatting 

indenting See Indenting 

joining 43-44 

keep follow 64-65; 30, 99 

keep together 64, 302; 30, 99, 232 

mark See Paragraph mark 

numbering 

document view 173-174, 177-178; 45-46 
outline view 173-174, 175-177; 45-46 
sequence 177-178; 45-46 
outline edit characteristics 145, 164 
page break prevention 302; 187 
running head format 138 
selecting 

keyboard procedure 22, 24; 144, 151 
mouse procedure 23; 154 
outline edit 165-166, 182 
side-by-side 65-69; 30, 99, 237 
sorting 240-241; 40-42 
spacing 63-64; 30 
splitting 44-45 

standard style See Paragraph Standard style 
starting 34, 44, 60, 222; 144, 150 


Paragraph (continued) 
style sheet 

key code 303, 318 
usage 307; 98-99 
text edit characteristics 145, 159 
width control 65-67 
Paragraph formatting 
checking 54 
control 60; 28-30 
copying 72, 73; 155 
examples 52 
file conversion 206 
include file 283 
index 

changes 208, 210 
message 126 
preset 210 

style sheet procedure 211, 307; 44-45 
location 210 

outline heading format override 150-151 
outline view 159, 179-180; 6 
reserved style defined 235 
speed formatting 71-72; 29, 147 
style message 119-120 
table 218 
table of contents 
message 126 
procedure 199-202 
style sheet procedure 200; 57-58 
while typing 70 
Paragraph mark 

blank line control 272-273, 290 
data document record end mark 262 
defined 234 

deleting 32, 43-44, 159; 210-211 

display 10-11, 58 

field name enclosure 261 

format storing 210 

index entry end mark 205 

inserting 34, 44, 60, 222; 144, 150 

mailing label printing 286 

outline heading end mark 146 

scrap symbol 38 

searching 71 

table end mark 218 

table of contents entry end mark 194; 57 
Paragraph spacing 63-64; 30 
Paragraph Standard style 

character format defining 309 
key code 303 
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Paragraph Standard style (continued) 
setting 70, 71, 313; 29, 147, 149, 151 
style sheet 297 
Parentheses (( )) 

filename character 86 
numeric text character 235 
subtraction operator 231 
PATH command (DOS) 173 
Pathname 87 
Percentage sign (% ) 
filename character 86 
mathematical operations 231 
numeric text character 235 
Percentages See Mathematical operations 
PgDn key 

Ctrl key combination See Ctrl-PgDn 
scrolling 45; 145, 151 
PgUp key 

Ctrl key combination See Ctrl-PgUp 
scrolling 45; 145, 151 
Phone number sorting 236 
PIF file 174 
Pitch See Font size 
Plus key ( + ) 

outline heading expanding 155, 158, 182; 
147, 148 

shift key combination See shift- + 

Plus sign ( + ) 

addition operator 231 

outline heading collapsing character 148, 154 
Point defined 212, 234 
Pointer See Mouse 
Port 

invalid 132 
specifying 120 
.PRD file See Printer file 
Print command 227; 60 
PRINT command (DOS) 47 
Print command (Gallery menu) 315; 105 
Print Direct command 6l 
Print file 81 

Print File command 6l, 186 
Print Glossary command 124; 62 
Print Merge command 
form letter printing 260, 266, 280; 62-63 
INCLUDE instruction 281; 63 
mailing label printing 284, 286 
message 125, 128 
records inserting 243 


Print Options command 
ASCII file 186 
background printing 80; 64 
document selection printing 80; 65 
message 115-116, 118, 120 
orphan control 64; 66 
partial document printing 79; 65, 118 
printer changing 81; 64 
widow control 64; 66 
Print Printer command 
background printing 80 
document printing 76; 66-67 
outline printing 181 
Print Queue command 81; 67 
Print Repaginate command 
column break preview 131 
document pagination 68-69 
page break 

confirming 77-78; 68-69, 121 
preview 76, 77; 68-69 
Print wheel 234 
Print wheel printer 60 
Printer 

bi-directional printing 207 
booklet information xiv, 76 
changing 81 
defined 234 

font capabilities 60; 207 
formatting capabilities 58; 60, 207 
impact printer 120, 234 
line spacing capabilities 64 
output ports 66 
paper feed 65 
print head defined 234 
setup 75-76; 66, 122, 134 
specifying 5, 60, 81; 64, 120, 135 
Printer disk 
description xiii 
SETUP program running 6 
Printer display 
defined 77; 235 
entering 15 

hyphenation confirmation 256-257; 43 
line break review 59 
Printer file 
defined 235 
deleting 90 

filename extension 90; 64 
information source 76 
listing 81; 64 
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Printer file (continued) 
message 115-116 
PRINTERS.DOC file 76 
Printing 

annotations 216 

ASCII file 186 

background 80; 64, 67, 235 

bi-directional 207 

book chapters 282 

booklet description xiv, 76 

canceling 267; 66, 120, 121-122 

character formatting 207 

control 79-81; 64-66 

copies 80; 65 

date 122 

direct to printer 6l 
division break, effect 142; 24, 95 
document 66-67 
drafts 80; 64 

even-numbered page 142; 24, 95 
font change ignored 134 
fonts 60; 207, 208 
footnotes 80 
form letter 

highlight location 263 

multiple documents as one 281-283 

order 263 

procedure 266-267; 62-63 
records screening 273 
top line 273 
glossary 122, 124; 62 
hidden text 190, 191, 192, 216 
INCLUDE instruction 281-283 
mailing label 

different numbers of lines 286-288 
one column 285-286 
three columns 283-285 
manual feed 65 
message 115-116 

multiple documents as one 281-283 
multiple formats 142 
multiple versions 62-63 
odd-numbered page 142; 24, 95 
options 79-81; 64-66 
order control 243, 263 
outline 181 

page break adjustment 76-78; 68-69 
page numbers 208 
page range 79; 65, 118 
partial document 79; 65, 118 


Printing (continued) 
pausing 266; 121 
printer version document 6l 
questions and answers 207-208 
queued 80; 64, 67, 235 
running heads 80; 208 
selections 80; 65, 118 
style sheet 315; 105 
subscript 207 
superscript 207 
time 122 

while working 80; 64, 67, 235 
Product Support xx 
Program disk 
copying 5, 8 
description xiii 
file deletion restrictions 90 
SETUP program running 6 
working copy 8, 90 
Program information file 174 
Program resident in memory 185 
Prokey 47 

Proposed response 235 


QRC xiv 

Question mark (?) 

character matching 115; 51, 71, 219, 221 
help mark 95; 9, 36 
Questions and Answers 207-212 
Queued printing 80; 64, 67, 235 
Quick Help 93-96, 98; 35-37 
Quick Reference Card xiv 
Quit command 247; 69 
QUIT command (dBASE) 291 
Quitting 
Anagram 219 
dBASE II 291 
dBASE III 291 
Gallery 317; 35, 92 
Lookup 214 
Microsoft Word 69-70 
RFTOWORD 199 
Spell program 247-248; 56 
Tutorial Help 98 
Word Find 222 
WORDTORF 200 
Quotation marks (“ ”) 
data document field entry enclosure 263 
file conversion 192, 195, 197 
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Quotation marks (“ ”) (continued) 
form letter text matching 268 
index entry enclosure 206 
mailing label printing 286 
single quotation marks (‘ ’) 86; 192, 195 
table of contents entry enclosure 195 


Ragged defined 235 
RAMDrive 243; 178-179 
Read only 

document 79, 134 
file 125 

style sheet 106, 139 
README file xv 
Ready! 47, 184-185 
Record See Data document 
Registration card xv 
Remark See Style sheet 
Repeating actions 33, 111-113; 146, 150 
Replace command 

column manipulation 230 
message 124 
outline replacing 169 
repeating 111 

text searching/replacing 115, 117-118; 71-73 
undoing 81 

Replacing text See Searching/Replacing 
Reserved style 298; 235 
Response See Command field 
Retrieving 
defined 236 

document 84; 78-79, 122, 175 
glossary file 123 
style sheet 300, 314; 106, 122 
Return address 301-302 

Revisable-Form-Text DCA document See File 
conversion 
Revising text 37, 112 
RFTOWORD program 198-200, 203-206 
Right bracket (]) 62 
right key 

command field response listing 26; 17 
Ctrl key combination See Ctrl-RIGHT key 
document listing 31, 84, 105 
hyphenation point selecting 257; 122 
paragraph selecting 166, 182 
printer files listing 81 


right key (continued) 
ruler highlight moving 201, 220; 34 
scrolling 24, 46 

spelling correction listing 247, 251 
variant listing 305, 308 
Right-aligned 

speed formatting 70; 29, 147, 149, 151 
style sheet 98, 101 
tab stops 221; 35, 101 
table of contents page references 201 
Roman numerals 135, 141, 175, 202; 27, 97 
Rounding off 233 
Row 

end mark 218 
wrapping 228 
Ruler 

defined 12, 236 
highlight 201, 220; 34 
overlapping symbols 62 
purpose 218; 5 
symbol order 62 
turning on/off 

Format Tabs commands procedure 218 
keyboard procedure 219; 12, 87, 212 
mouse procedure 219; 12, 87, 158, 212 
Running head 

alignment 138, 139-140 
bottom 139; 228 
codes 138-139 
defined 136; 236 
deleting 138 
division break effect 141 
examples 137 
file conversion 205, 206 
footer 139; 228 

formatting 54, 136-140; 31-32, 210 

guidelines 138 

header defined 230 

location 138; 26, 31 

margins 138; 26, 210 

message 138 

overlapping text 138; 31 

page numbers 140 

page selection 138; 32 

preset 140 

printing 80; 208 

revision 138 
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Running head (continued) 
style sheet 307; 96 
symbol 138; 31 


Saving 

defined 236 
directory use 173 
document 

location 29; 79, 173 
message 125 
procedure 30, 83; 80-81 
flashing indicator 211 
formatting 81 
frequency 83, 90 
glossary 119, 123; 78, 124 
outline 181 

printer version document 6l 
status line message 9 
style sheet 300, 315; 108-109, 125 
Scrap 

clearing 85 
column symbol 9 
contents 38 
copying to 40; 19-20 
defined 37; 236 
deleting to 39; 20, 145, 150 
display 9 
empty 137 

glossary entry similarities 119 
inserting from 39; 38, 145, 151 
mathematical calculations 232 
symbols 38; 9 
Scratch file See TMP file 
Screen 

background color 86, 116, 130 
character 

formatting display 176-177 
size reduction 176 
clearing 30, 85; 75 
column display 131 
command area 
defined 7, 225 
reduction 13-14, 59 
customizing 10 
description 4-9 
display format 128 
filename display 9 
gallery screen 5-6 
keyboard screen 3 


Index 

Screen (continued) 
message line 8, 233 
monochrome 

character formatting 177, 210 
mouse pointer shape xx; 211 
mouse screen 4 
outline screen 6-7 
page number display 8-9 
parts 4-5 
status line 8, 237 
Scroll bar 
defined 236 
horizontal 46, 47 
purpose 4 
scrolling control 47 
thumbing control 48 
vertical 46 

Scroll Lock key 25, 46; 9, 145, 148, 151 
Scrolling 
control 47 
defined 236 
footnote window 186 
horizontally 46-47; 156, 231 
keyboard procedure 45-46; 9, 145, 148, 151 
mouse procedure 46-47; 156 
thumbing 47-48; 238 
vertically 45-46; 156, 239 
window 104; 145, 148 
Search command 

outline searching 169 
repeating 115; 73, 146, 150, 152 
text searching 115-116; 73-74 
Searching 

capitalization matching 116; 74 

character matching 115; 51, 71, 219, 221 

defined 236 

direction 116; 74 

limited text 115 

message 137 

optional hyphen 71 

outline 169 

page break 71 

paragraph mark 71 

repeating 113, 115, 117; 73 

replacing text See Searching/Replacing 

special characters 115; 71 

spelling errors 253 

text not found 137 

words 

patterns 220-222 
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Searching (continued) 
words (continued) 
whole words 116; 74 
Searching/Replacing 
automatically 117 

capitalization matching 117-118; 73 
confirming 117; 72, 124 
defined 236 
direction 117; 72 
global replace 229 
limited text 117 
outline 169 
repeating 113, 117 
replace defined 235 
special characters 71 
undoing 83 
whole words 118; 73 
See reference See Index 
Selecting 
column 

command restrictions 227 
outline view 159 

procedure 224-227; 144, 150, 152 
command 25-27; 146, 157 
defined 236 
dictionary 137 
document 

keyboard procedure 22, 24, 55, 59; 144, 

151, 152 

mouse procedure 23; 154 
footnote 185; 27, 39 

footnote reference mark 184, 185; 28, 39 

hidden text 191 

hyphenation point 257; 43, 122 

input file format 191 

Learning Word lessons 37-38 

line 

keyboard procedure 24; 144, 151, 152 
mouse procedure 23; 154 
option 138 

outline edit 145, 164, 165-167 
outline heading 165-167, 182; 163 
output file format 194-195 
page 25, 49; 39-40, 119, 129 130 
paragraph 

keyboard procedure 22, 24; 144, 151 
mouse procedure 23; 154 
outline edit 165-166, 182 
selection defined 236 


Selecting (continued) 
sentence 

keyboard procedure 22, 24; 144, 150, 
151, 152 

mouse procedure 23; 153 
spelling correction 252 
text See Text selecting 
text edit 145 
variants 305 

window 144, 149, 150, 151, 152 
word 

keyboard procedure 22, 24; 18, 144, 

146, 150 

mouse procedure 23; 153 
Selection bar 23, 149, 152, 154; 4, 237 
Semicolon (;) 

index entry end mark 205 
table of contents entry end mark 194 
SEMI.STY file 300-303 
Sentence 

defined 21-22 
selecting 

keyboard procedure 22, 24; 144, 150, 
151, 152 

mouse procedure 23; 153 
transposing 43 
Separator 237 
Serial number xv 
SET instruction 
data document role 279-280 
defined 237 

form letter instructions 274-276; 63, 125 
message 114, 125 
types 275 

Setting up Microsoft Word 5-8 
SETUP program 

floppy disk system 6-7 
hard disk system 7 
loading 7 
options 8 

PIF file copying 174 
printer specifying 60, 81 
Program disk copying 8 
purpose 5 
shift key 

Ctrl key combination See Ctrl-SHiFT-ENTER 
speed copying 40 

shift- 4- 156, 157, 158, 182; 147, 148, 152 
SHIFT-- 155, 158, 182; 147, 148, 152 
SHiFT-Del 39; 145, 150, 152 
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SHIFT-ENTER 

line starting 34, 35; 144, 130, 152 
mailing label printing 286 
return address creating 302 
row creating 217-218 
shift-FI 144, 150, 152 
SHIFT-F2 144, 182; 145, 147, 150, 152 
shift-F4 113, 115, 117; 146, 150, 152 
SHIFT-F5 

outline edit entry/exit 145, 163-164, 182; 

147, 150, 152 

text edit entry/exit 145, 182 
shift-F6 225; 9, 144, 150, 152 
shift-F7 24; 144, 150, 152 
shift-F8 24; 144, 150, 152 
SHIFT-F9 24; 144, 151, 152 
shift-FIO 22, 24, 55, 59; 144, 151, 152 
SHiFT-Ins 39; 145, 151, 152, 235 
shift-tab 146, 152 

Side-by-side alignment 65-69; 30, 99, 237 
Sidekick 47 

Single quotation marks (‘ ’) 86; 192, 195 
Slash (/) 231 
Small caps 

lowercase text 59; 22, 93 
screen display 176-177 
speed formatting 70; 22, 146, 149, 151 
style sheet 93 

Social security number sorting 236 

Soft break 237 

Sorting 

alphanumerically 236; 41, 223 
ascending order 236-237; 41, 223 
capitalization effect 236; 41 
column 40, 42 
consecutive sorting 238-240 
dates 236 

descending order 236-237; 41, 226 
lists 241 

numeric text 235; 40-41, 233 
outlines 169, 241-242; 40-42 
paragraph 240-241; 40-42 
phone numbers 236 
printing order control 243, 263 
records 243-244 
rules 236 

social security numbers 236 
sort keys 237, 239; 237 
sorting number 240-241 
special characters 236 


Sorting (continued) 
table 237-240, 238; 40-42 
undoing 49, 237; 83 
zip codes 243, 263 
Space 

deleting, Spell program 253 
display 10-11, 59 
inserting 152 

nonbreaking 33; 71, 144, 149, 152 
scrap symbol 38 
searching 115 
Spacebar 

Alt key combination See Alt-spacebar 
Ctrl key combination See Ctrl-spacebar 
moving in menu 146, 152 
space inserting 152 

Spacing See Line spacing; Paragraph spacing 
Special character 

data document restrictions 263 
inserting 33; 165 
searching 115; 71 
searching/replacing 71 
sorting 236 

SPECIALS.CMP file 250 

Speed formatting See Formatting 

Spell command See Library Spell command 

Spell disk 

description xiii 
hard disk, installation 5, 6, 7 
SETUP program running 6 
Spell program 
adjusting 245, 251-253 
Anagram 218-220 
damaged 140 
Lookup 213-215 
purpose 245 
quitting 247-248; 56 
RAMDrive 245 
running 245; 48-49 
startup 246 
tools 213-222 
Word Count 215-216 
Word Find 220-222 
Word Frequency 216-218 
Spell tools 
damaged 140 
message 112 
types 213-222 
SPELL.HLP file 112 
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Spelling correction — Symbols 


Spelling correction 

capitalization 252; 51, 54 

complete procedure 251; 53, 54 

confirming 133 

discarding 248; 52, 123 

disk space 133 

document retrieving 134 

file not found 126 

keyboard procedure 246-247 

listing 251-252; 50, 130, 134 

marking 253; 53, 54, 141 

message 112, 113, 116, 117, 123, 130 

mouse procedure 247 

moving to 56 

number recorded 141 

proofing phase 55 

quick procedure 251; 53, 54 

report 140 

selecting 252 

tools See Spell tools 

verifying 140 

word length 140, 141 

work file 136-137 

Spencer Ceramics outline example 160-161, 
170-173 

SPENCER.DOC file 173 
Standard dictionary 
defined 248; 237 
message 112, 114 
words inserting 249; 50 
Starting Microsoft Word 
document retrieving 175 
floppy disk system 8 
hard disk system 9 
hardware setups 176 
Status line 8, 237 
Storing See Saving 
Strikethrough 

speed formatting 70; 22, 146, 149, 151 
style sheet 93 
use suggestions 58 
STY file 87; 107 
Style 

applying 317; 32 
automatic 297; 224 
changing 298-299, 318 
Character Standard See Character Standard 
style 

copying 314; 91 
creating 305-306 


Style (continued) 
defined 293; 237 
defining 92 
deleting 313; 91 
division 297; 116 
duplicate names 310-311; 138 
footnote 297 
formatting 
conflict 138 

similarities/differences 299 
formatting instructions 
changing 311-313 
description 297 
index 298 
inserting 102-103 
invalid 132 

key code See Style sheet 
message 116, 119-120 
moving 313-314 
name 

changing 311; 103-104 
duplication 310-311; 138 
parts 296 
outline 298 
page numbers 297 

Paragraph Standard See Paragraph Standard 
style 
parts 295 

remark See Style sheet 
reserved 298; 235 
sheet See Style sheet 
speed styling 299, 306, 317-318 
standard 297 

standard character defining 309 
table 298 
undoing 110 
Style bar 
defined 238 

key code display 318; 5, 14, 87 
opening 14, 87 
symbols 87 
Style sheet 

attaching 300, 316; 33 
automatic style 297 
availability 139 

changing, effect on document 298-299 
character formatting 307-309; 92-94 
consistency 294 
copying 304 
creating 303-305; 122 
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Style sheet (continued) 
defined 294; 238 
editing 115 
file See .STY file 
file conversion 202 
formatting similarities/differences 299 
freezing 202 
key code 

changing 311 
conflict 128 
creating 307 
defined 296; 232 
defining 127 
display 318; 5, 14, 87 
duplication 306; 128 
entry 118, 120 
guidelines 307 
inserting 102-103 
invalid 132 
naming 104 
purpose 306 
restrictions 307 
speed styling 306, 317-318 
style creating 305-306 
merging 315; 107 
modifying 304-305 
naming 315; 108 
override 179, 299, 318 
page break prevention 302 
printing 315; 105 
procedure 298-299 
purpose 293 
read only 106, 139 
remark 

defined 235 
inserting 103 
length 309; 104 
naming 104 

purpose 297, 305, 306, 309 
reserved styles 298 
retrieving 300, 314; 106, 122 
revising 310 
samples 295, 300-303 
saving 300, 315; 108-109, 125 
SEMI.STY file 300-303 
shared 139 
speed 294 
speed formatting 

document with style sheet 307, 318; 
146 147, 149, 152 


Style sheet (continued) 

speed formatting (continued) 
speed styling similarities 299 
style changing 312-313 
speed styling 299, 306, 317-318 
standard style 297 
usage 

defined 296; 239 
purpose 306, 307 
setting 305; 92, 103 
types 307 

variant combination See herein usage- 
variant label 
usage-variant label 
attaching to text 298 
duplication 138 
listing 296-297 
variant 

changing 311 
character usage 308 
defined 296; 239 
duplication 308 
invalid 132 
listing 308, 311 
naming 104 
purpose 306, 308 
setting 305; 103, 120 

usage combination See herein usage-variant 
label 

viewing 316-317 

Word versions prior to 2.0 309-310 
Subscript 
defined 238 
printing 207 
screen display 176-177 
speed formatting 70; 22, 146, 148 
style sheet 93 
use suggestions 58 

Subtracting See Mathematical operations 
Superkey 47 
Superscript 
defined 238 
footnotes 187 
printing 207 
screen display 176-177 
speed formatting 70; 22, 146, 148 
style sheet 93 
use suggestions 58 
Switches 174, 176 
Symbols xix 
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System disk — Transfer Options command 


System disk 174-175 


Tab character 

data field separator 243, 262; 192 
display 218, 226, 227; 10-11, 59 
far-right column manipulation 229-230 
inserting 218, 229-230; 152 
scrap symbol 38 
searching 71 
tab key 

column, moving to 217 
command field, moving to 26, 95; 146, 152 
tab character inserting 229, 230; 152 
Tab stop 
alignment 

choices 221; 35 
keyboard procedure 222 
mouse procedure 222-223; 160 
style sheet 101 
changing 221 

clearing 220; 33, 34, 100, 159 

defined 238 

deleting 219, 220; 187 

display 218; 212 

indent symbol overlap 62 

inserting 201, 219-220, 222; 34, 159 

leader characters 223 

moving 

keyboard procedure 220; 34 
mouse procedure 220; 34, 159-160 
overwrite 222 
preset 54, 217, 221, 222 
setting 219-220; 34-35, 59 
style sheet 307 
Table 

column See Column 
creating 202-203, 217-218; 57-58 
defined 238 
end mark 218 
formatting 57-58, 126 
leader characters 223-224 
row 218, 228 
sorting 237-240; 40-42 
style sheet 307; 57-58 
styles 298 
undoing 83 
Table command (.c.) 
defined 194; 238 
inserting 194, 195-196 


Table command (.c.) (continued) 
table entry designating 193; 57 
Table of contents 
changes 198 

compiling 194, 197-198; 57-58 
entry 

defined 225 
end mark 194; 57 
existing headings 194-195 
F4 key procedure 195 
glossary procedure 195-196 
indenting 199; 57 
not found 129 
outlining procedure 195 
placement 197 

quotation marks procedure 195 
subentries 196-197, 199 
first line 197 
formatting 
message 126 
procedure 199-202 
style sheet procedure 200; 57-58 
hidden text page numbering, effect 191, 197 
last line 197; 115 
leader characters 201-202 
levels 196, 200; 58 
location 197 
multiple documents 202 
page numbering 
effect 197, 198 
Roman numerals 202 
page reference 
alignment 200-201 
column moving 200-201 
separator character 199 
replacing 123 
style sheet 200; 57-58 
subentries 196-197, 199 
undoing 83 
updating 123 
versions 198 
Telecommunication 186 
Terminal screen See Screen 
Terms 223-239 
Text 

alphanumeric 236; 41, 223 
copying 

destination selecting 137 
message 112 

mouse procedure 40-41, 108-109; 155 
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Text (continued) 
copying (continued) 
speed copying 40-41 
split window procedure 108-109 
to scrap 40; 19-20 
defined 238 
deleting 

permanently 39 
to scrap 38, 39; 20, 145, 150 
field name See Form letter 
footnote text 27-28, 228 
hidden See Hidden text 
inserting 

from scrap 39; 38, 145, 151 
glossary procedure See Glossary 
repeating 112 
matching See Searching 
moving 

between documents 108, 109 
destination selecting 137 
keyboard procedure 41 
message 112 

mouse procedure 42, 108-109; 154-155 
speed moving 42 
within document 109 
numeric See Numeric text 
replacing 

See also Searching/Replacing 
with scrap 39 
revising 37, 112 
searching See Searching 
selecting See Text selecting 
typing See Typing 
varying text defined 239 
Text area 238 

Text edit See Outline view 
Text mode 

character formatting display 176-177 
mouse pointer shapes xx; 177-178, 211 
Text replacing See Searching/Replacing 
Text selecting 
amounts 21 
extending 

keyboard procedure 22, 24, 25, 55; 
144, 150 

mouse procedure 25 

keyboard procedure 22, 23; 18, 144, 147, 
148, 150, 151, 152 
mouse procedure 23; 153-154 
outline edit 165-167, 182 


Text selecting (continued) 
quick selection 23 
Text window See Window 
Thumbing 47-48; 238 
Tilde O 86 
Time 122 
Title 

index 211 
key code 303 
TMP file 90; 137, 238 
Toggle keys 9 
Tone See Alarm 
TopView 174 

Training on line See Learning Word 
Transfer Clear All command 85, 105; 75 
Transfer Clear command 107; 75 
Transfer Clear command (Gallery menu) 105 
Transfer Clear Window command 
screen clearing 30, 85 
window clearing 105, 107, 109; 75 
Transfer command 107, 227; 74-75 
Transfer command (Gallery menu) 300; 105 
Transfer Delete command 
document deleting 85-86; 76 
filename extension entry 87; 76 
Transfer Delete command (Gallery menu) 106 
Transfer Glossary Clear command 77, 118, 122 
Transfer Glossary command 76 
Transfer Glossary Merge command 123; 77 
Transfer Glossary Save command 123; 78 
Transfer Load command 
document 

creating 30; 122 
inserting into window 105 
opening 31 
retrieving 84; 78-79 
word frequency file viewing 217 
Transfer Load command (Gallery menu) 314, 
315; 106, 122 
Transfer Merge command 

documents merging 202, 213; 79 
repeating 111 
undoing 81 

Transfer Merge command (Gallery menu) 304, 
315; 107 

Transfer Options command 
document directory changing 79, 117, 174 
drive specification 29; 79, 117 
Transfer Options command (Gallery menu) 

107 108 


Bold page numbers refer to pages found in Reference to Microsoft Word. 



Transfer Rename command —Zip code sorting 


Transfer Rename command 80 
Transfer Rename command (Gallery menu) 108 
Transfer Save command 
ASCII file creating 186 
document saving 30, 83, 91; 80-81 
filename extension entry 86 
saving to directory 173 
Transfer Save command (Gallery menu) 300, 
315; 108 109 
Transposing 42-43 
Tutorial Help 96-98; 37-38 
Typing 

overtyping See Overtyping 
repeating 33, 111 
undoing 49; 82 

Typing error erasing 32; 17, 145, 149 


Underline 

double underline 

screen display 176-177 
speed formatting 70; 22, 146, 148 
style sheet 93 
use suggestions 58 
filename character 86 
leader characters 202, 223; 35, 101 
screen display 176-177 
speed formatting 70, 71; 22, 146, 149, 152 
style sheet 303; 93 
use suggestions 58 
Undo command 
action reversing 49; 81-83 
message 129 
repeating 111 
scrap recovery 38 
sort undoing 237 
undoing 81 

Undo command (Gallery menu) 109-110 
Undo defined 239 
up key 

footnote window opening 186 
highlight moving 78 

hyphenation point selecting 257; 43, 122 
page break moving 121 
paragraph selecting 165, 182 
scrolling 24, 46 
Usage See Style sheet 
USE command (dBASE) 291 
User dictionary 
creating 249, 250; 52 


User dictionary (continued) 
defined 239 
filename 250 
message 112, 114, 117 
purpose 249 
sequence 250 
specifying 117 
words 

deleting 250 
inserting 249-250; 50 
Utilities disk 

CONVERTD program startup 190 
CONVWS running 182-183 
description xiii 
RFTOWORD startup 199 
SETUP program running 6 
WORDTORF startup 200 


Variant See Style sheet 
Vertical scroll bar See Scroll bar 


White space searching 71 
Widow 

control 64-65, 76; 66 
defined 64; 239 
Window 

activating 104, 106 
background color 86, 116, 130 
border 

description 103 
moving 106, 107; 84-85, 162 
clearing 

changes saving 85, 106, 107 
mouse procedure 107 
Transfer Clear All command 85 
Transfer Clear command 75 
Transfer Clear Window command 85, 
105, 109 

closing 

keyboard procedure 104, 105; 84 
mouse procedure 106; 162 
control 104-107 

copying between documents 108, 109 
copying within document 109 
defined 103; 239 
deleting 

keyboard procedure 105 
mouse procedure 107 
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Window (continued) 
document inserting 

keyboard procedure 105 
mouse procedure 107 
footnote See Footnote window 
form letter viewing 263 
hidden text display 109 
invalid 132 

main document/data document simultaneous 
viewing 263 

moving between documents 108, 109 
moving within document 109 
notes 109 

number allowed 103; 4, 88, 139 

numbering 103 

opening 

keyboard procedure 105; 88 
mouse procedure 106, 107; 161 
options 86-87 

outline display 109, 180-181 
parts 4-5 

scrolling 104; 145, 148 
selecting 144, 149, 150, 151, 152 
sizing 

keyboard procedure 105; 84-85 
mouse procedure 107 
splitting 

description 88 

horizontally 107, 108; 89, l6l 
invalid 133 

keyboard procedure 104, 105; 89-90 
mouse procedure 106, 107; l6l 
number allowed 103; 4, 88, 139 
vertically 107, 108; 89-90, l6l 
window contents 104 
use suggestions 103, 109 
Window Close command 

footnote window closing 187 
window closing 104, 105; 84 
Window command 83 
Window Move command 105; 84-85 
Window Options command 

hidden text display 190, 192, 194, 205, 214, 
216; 11, 86, 129 
key code display 306, 318; 87 
outline view entry 159; 86 
ruler, turning on/off 219; 12, 87 
screen customizing 10 
style bar opening 14, 87 
Window split bar 4 


Window Split command 

document/outline viewing 180 
window splitting 104; 88 
Window Split Footnote command 186; 88-89 
Window Split Horizontal command 105, 108; 89 
Window Split Vertical command 105, 108; 89-90 
Windows See Microsoft Windows 
Word 

counting 215-216 

defined 21; 239 

deleting, Spell program 253 

frequency of use 216-218 

Microsoft Word See Microsoft Word 

pattern matching 220-222 

replacing See Searching/Replacing 

searching See Searching 

selecting 

keyboard procedure 22, 24; 18, 144, 146, 

150 

mouse procedure 23; 153 
transposing 42 
unscrambling 218-220 
Word Count 215-216 
Word disk 8 
Word Find 220-222 
Word Frequency 216-218 
WORD.PIF file 174 
WordStar file 182-183 
WORDTORF program 198, 200-206 
Wordwrap 

defined 31; 239 
line starting 35 
Work file 136, 206 


Zip code sorting 243, 263 
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Problem Report 


MICROSOFT 

16011 NE 36th Way, Box 97017, Redmond, WA 98073-9717 


Name_ 

Street_ 

City_ State_ Zip_ 

Phone_ Date_ 

Instructions 

Use this form to report software bugs, documentation errors, or suggested 
enhancements. Mail the form to Microsoft. 


Category 

_Software Problem 

_Software Enhancement 


Documentation Problem 
(Document #_) 

Other 


Software Description 

Microsoft Product_ 

Rev._ Registration# 

Operating System_ 

Rev._ Supplier_ 

Other Software Used_ 

Rev._ Supplier_ 


Hardware Description 

Manufacturer_ CPU_ Memory_KB 

Disk Size_" Density: Sides: 

Single_ Single_ 

Double_ Double_ 


Peripherals 







Problem Description 


Describe the problem. (Also describe how to reproduce it, and your 
diagnosis and suggested correction.) Attach a listing if available. 


Microsoft Use Only 

Tech Support_ Date Received 

Routing Code_ Date Resolved 

Report Number_ 


Action Taken: 




